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Introduction

The PeopleSoft Financials Training Guide was produced by using the User Productivity
Kit (UPK) / On Demand Training application. The Training Guide is comprised of 3
levels:

¢ Module — PeopleSoft component

e Lesson — Description level
e Topic - Procedure

All levels are identified with the prefix “ST” for STATE.

PeopleSoft Financial Modules Training Guides are available on the Office of
Management & Budget website: www.nd.gov/fiscal/accounting/manuals.

The PeopleSoft Financials Module Online Tutorials and Job Aids are available by
clicking on the Help menu in PeopleSoft Financials.

ORACLE’

Notice to Users:

e All Training Guide content was recorded in the PeopleSoft Test environment
(NDFT). The NDFT logo will appear on the screen shots in this document;
however, this will not be seen in the Production environment.

e The PeopleSoft Tools upgrade was implemented in October 2010. This change
does not affect the actual material represented in the Training Guides/Job Aids;
however, the main menu screens in the training material may look different than
the actual PeopleSoft Production environment.


http://www.nd.gov/fiscal/accounting/manuals
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ST Module 4 - Accounts Payable

Accounts Payable Module

The Accounts Payable Module has the ability to create, approve and pay vouchers to vendors by
using workflow. These vouchers are identified as Regular Entry or InterDepartmental (IDB)
vouchers.

To view or print the Accounts Payable Training Guide, click on OMB's training webpage:
(http://www.nd.gov/fiscal/accounting/manuals)

ST Lesson 4.1 - Accounts Payable Vouchers
Accounts Payable Vouchers

Regular vouchers are created and paid directly to the vendor; upon completion, they create
expenditures. This differs from PO vouchers that are for the payment of purchase orders,
generated by the state's procurement process. Since direct vouchers do not flow through the
procurement process, their uses are limited to areas where the state has specific statutory
authority to pay vendors directly.
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ST 4.1.1 - Entering Regular Vouchers

Entering Regular Vouchers

Navigation: Accounts Payable > Vouchers > Add/Update > Regular Entry

A voucher consists of a Header, Invoice Lines and Distribution Lines. At a minimum, a voucher
must have one of each to be valid. In addition, the sum of the distribution lines must balance to
the invoice line, and the voucher lines must balance to the voucher header. As information is
added to a voucher, items may have been incorrectly added which prevent the voucher from
balancing. If this occurs, the system has been configured to allow the voucher to be saved in a
recycled state. This will allow you to save your work; however, no additional processing may be
completed with a recycled voucher until the out-of-balance condition is corrected.

Vouchers move through a lifecycle whereby they are first entered, paid, and finally posted.
Procedure

This topic shows how to Enter Regular VVouchers.

ﬁEmplnyee-[ating registry content - Windows Internet Explorer

@ I X — Ea ||+ B -
‘o) = ] https:) fun, commectnd.usipsp ot EMPLOYEE JERF b 7rah=DFFALLT =1 B || 5] [$2) [ | JR¥ Live Search yel

i Favortes | 9% @] Suggested Sites ~ @] Weh Slice Galery +

- _ »
& Employee-facing registry content | | i~ B - [ o= - Page r Safety » Tools v (g

[> Product Configurations ;l
[ Cuality

[= Dernand Planning

[= Inventory Palicy Planning
[» Supply Planning

[» Grants

[» Program Managerment
[» Project Costing

[> Proposal Management
[> Maintenance Management
[» Resource Management
[» Lease Administration

[+ Staffing

[ Travel and Expenses

[> Travel Administration

[= Billing

[> Accounts Receivahle

> Accounts Payable

[> eSetlements

[» Azset Managerment

[+ IT Asset Managerment

I Banking

[» Gash Management

[> Deal Management

[> Rigk Management

[= Financial Gateway

[ AT and Intrastat

[ Excise and Sales TaxWAT IND
[» Commitrnent Contral

[» General Ledger

[> Allocations

[> Statutory Reports s
[> SCM Integrations

[> Set Up FinancialsSupply Chain
[» Enterprise Cormponents

[» Governrment Resource Directary
> Background Processes

[ ¥orklist

[> Application Diagnostics

[> Tree Manager

s [
https: ffwe connectnd. us/pspfndft/EMPLOYEE/ERP/s/WEBLIE_PTPP_SC HOMEPAGE FielFormua.isc| | [ [ [ [ [@ intemet | Protected Mode: OFf “h v (B -
(‘Startl J Z Ll - JI & Employee -facing regi... @ % @K}))
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Step Action

1. Click the Accounts Payable link.
[t Accounts Payahle]

ﬁBase MNavigation Page - Windows Internet Explorer

6:::; - |g, https:J‘,l’www.connectnd.us;’psp,l’ndFt,l’EMPLOVEEIERPJSIWEBLIB?PTPP?SC.HOMEPAGE.FieIdFormula.IScriptfj & *9| % Il"’ Live Search 2=
{_‘f Favorites ‘ {c‘; €| Suggested Sites + @ | Web Slice Gallery +

= »
{& Base Mavigation Page & - - [ g - Page - Safety - Toos - -

ORACLE" You are on Database: NDFT

Home
Favarites = Main Menu > ASccounts Payable
- H - >

htzin Menu =
Accounts Payable Edit "Accounts Payable" Folder
Access PeopleSoft Payables
Vouchers Control Groups Payments
A, mairtain, and approve vouchers Adld, maintain, and review control groups Create and manage payments
[ AddiUpdate =] Group Informstion [ Pay Cyele Processing
[ Wtgintsin =] Update Status [ Pay Cyole Spprovals
[ fpprove [=] Delete Cortral Group [0 Pay Cyele Exceptions
=] post Control Groug 5 More...
ﬁ Batch Processes Review Accounts P ble Info Reports
Process vouchers, payments, sccounting entries, clearing, Run inguiries on vouchers, vendors, payments, and Creste accounts payable reports.
and revalustion integration with systems. [ Youchers
[ Vouchers [ Pavables Search Criteria 1 Woucher Reconcilistion
1 payment [ Youchers [ Payments
[ Exdracts and Loads [ Interfaces £ hiore...
3 More 2 hore

nccuums Payable Center

Access the Accounts Payable center.

https:f fww connectnd usfpsc/ndft/EMPLOYEE/ERPsWEBLIE_PTPP_SC . HOMEPE |ﬁ Internet | Pratected Mode: OFF v’;] - | 0% - A

,:"Startl J % m Y & JI /& Base Navigation Page... @ 5 [(}))

Step Action
2. Click the Vouchers link.

3. Click the Add/Update link;

4. Click the Regular Entry link.

&l /]

5. Voucher ID and Voucher Style will default to NEXT.
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ﬂ: Regular Entry - Windows Internet Explorer |_[=x]

@T\: ) = [ ] ritps: s conmsctnd. usfppircbEMFLOVEE [ERPICENTER_WOLICHER INFORMATION NCHR_Evrress.( =] | 4 | [ ][ | [& Live Search o
3 Favortes | 35, @] Suggested Sites ~ @] Weh Sice Galery -

(& Reqular Entry @ - ~ [ Qé; ~ Page - Safety ~ Tools + @v >

ORACLE" You are on Database: NDFT

Home | Warklist | MuttiChannel Congsale
Favarites gMainvMenu ¥ Accauntgpayable > Voughers > Add,fLipdate »  Regular Entry

1 My Wind o @Help H ity A

Youcher

Find an Existing Walue Add a Mew Value

Business Unit: [11o00 |

Voucher ID: [

Voucher Style: | Regularvoucher |
Short Vendor Hame: A

Vendor ID: o«

Vendor Location: Y

Address Sequence Number: 0@
Invoice Number: I

Irvoice Date: [
Gross Invoice Amount: ‘ 0.0o
Lines Entered: 1

Add

Find an Existing Value | Add a Mew value

=
4| | »

l_l_l_l_l_l_ﬁ Internet | Protected Mode: OFF ";il_'l DD A
Lrstart| | 5 B W) @ |[ @ regular Entry - windo... EBE &
Step Action
6. Enter the desired information into the Vendor ID field. Enter *0000072173".
7. Note: If you do not know the Vendor ID, type the partial vendor name in the Short
Vendor Name field and click the Look Up.
Enter the desired information into the Short Vendor Name field.
Enter "DAKOTA".
8. Click the Look up Short Vendor Name (Alt+5) button.
9. Click the DAKOTA APPLIANCE INC link.
[DakoTa APPLIANCE [MT]
10. Enter the desired information into the Invoice Number field. Enter "DAK-07652".
11. Enter the desired information into the Invoice Date field. Enter *10/15/2010".
12. Enter the desired information into the Gross Invoice Amount field. Enter "150.00".
13. Click the Add button.
Add
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_ﬂ: Regular Entry - Windows Internet Explorer [_[=]x]
% % [&] https: {fwws. connectnd. us{pspindft/EMPLOYEE JERP/c/ENTER_YOUCHER_INFORMATION vcHR_ExPRESS. ]| G || €9 || X | [&¥ Live Search (2=

File Edit ‘“iew Favorites Tools  Help

5‘} Favorites ‘ {.:‘5 @ Suggested Sites + @ | Wb Slice Gallery ~

& Reqular Entry I - [ pmn o+ Page - Safety - Tools - - »

ORACLE" You are on Database: NDFT

Home | ‘workist |  MutiChannel Console | Addto Favarites
Favovrites §MainvMenu > Accauntspayable > \f'oushers > Adde'pdate > Regular Entry

R g

=
EJ[S] Lme ‘Distributeby tem Deseription Quantity UOM  Unit Price E
1 [amount =] | @ [Fl [ [a ] \ 150.00
Ship To SpeedChart
[troooz @ [ & " Use One Asset ID | Calculate |

~ Distribution Lines
Exchange Rate Statistics Assets

¥ z 3
Customize | Find | *iew 21 | = | ®# First 10f1 Last

E—:EI[_' Amount Quantity *GL_Unit Account Oper Unit Fund Dept Program Class ;“Bus Project
H|E| 1 150.00] | 11000 @ al & Q| a| a | a a Q
Business Unit: 11000
voucher i T
| Print Invoice| Invoice Lines nono
Misc Charge Amount ’7 =
Freight Amount ] = |
(minus)  Total 150.00 Calculate:
" . | _lLl
T T [ [fe e mteme [“5 ~ " -
Start [ Regular Entry - Windo..
w_lj o [[Ereui o H @8 e
Step Action
14. Enter the desired information into the Description field. Enter "Parts for Heater".
15. Select a SpeedChart or enter the appropriate chartfields on the Distribution Lines.
16. Enter the desired information into the Account field. Enter "534115",
17. Enter the desired information into the Oper Unit field. Enter "110".
18. Enter the desired information into the Fund field. Enter "001".
19. Enter the desired information into the Dept field. Enter "1000".
20. Enter the desired information into the Class field. Enter "11030".
21. Note: Click +... to add more Distribution Lines.
22. Click the Save button.
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Step

Action

23. Note: After the voucher is saved, it must be submitted for Initial and Final
Approval.
ST 4.1.6 - Submitting a Voucher for Initial Approval
ST 4.1.7 - Final Approval of Voucher.

24. This topic showed how to Enter Regular VVouchers.

End of Procedure.
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ST 4.1.2 - Entering a Journal Correction in AP
Entering a Journal Correction in AP

Navigation: Accounts Payable > Vouchers > Add/Update > Regular Entry

A journal can be done in Accounts Payable (AP) when making corrections to an AP voucher.
Auditors prefer that voucher errors be corrected in AP instead of the General Ledger for the
following reasons:

1) Both the original voucher and correcting journal entry are done in the Accounts Payable
Module.

2) It provides a better audit trail to the original voucher.

3) Workflow approval has been established.

Procedure
This topic shows how to Enter a Journal Correction in Accounts Payable.

Note: Before you begin, you should have the Voucher Number and Vendor Number of the AP
voucher you are correcting.
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ﬁEmplnyee-[ating registry content - Windows Internet Explorer [_[=]x]

@ﬁ ) = |&] https:/jwwn. connectnd.usipsp/ndft/EMPLOYEE ERPjhy7:ab=DEFALILT =1 B || ) [$2)[¢| |RF Live Search 2

i Favortes | 35 @] Suggested Sites + @] Weh Slice Galery -

& Employee-facing registry content | | ﬁ v - L Qéa ~ Page - Safety - Tools - '@"
[* Program Management :I
[> Project Costing

[» Proposal Managernent

[» Maintenance Managerment

I» Resource Management

[> Lease Administration

[ Staffing

[> Travel and Expenses

[ Trawvel Administration

&> Billing

[» Accounts Receivable

[» Accounts Payable

> eSettlements

[> Asset Management

[+ IT Asset Management

[> Banking

[» Cash Management

[> Deal Managerment

I» Risk Management

[» Financial Gateway

[ WAT and Intrastat

[+ Excise and Sales TaxWAT IND
> Commitrment Control

[> General Ledger

[ Allocations

[» Statutory Reports

[» SCM Integrations

[ Set Up FinancialsiSupply Ghain
[» Enterprise Components

[> Government Resource Directory
[> Background Frocesses

[ Warklist

[ Application Diagnostics

[ Tree Manager —
> Reporting Tools

[> PeopleTools

[» Packaging

[> MO Utilities & Interfaces
[> WDy HE Applications

[» ND'E Reports

https: fvaww . connectnd .usfpspindfL{EMPLOYEE/ERP s MEBLIE_PTPP_SC . HOMEPAGE. FieldFormula.I5c |a Internet | Protected Mode: OFF g | 00 -

(‘Startl J i | e JI & employee-facing regi... =05 @

Sl

Step Action

1. Click the Accounts Payable link.
[l Accounts Payahlel
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61:;‘ = [&] https: /e, connectnd. usipspindft/EMPLOVEEJERPS/WEBLIE_PTPP_SC.HOMEPAGE. Fieldrarmula. 1scrint_ || & | #2[| 2 | [£ Lve search |2~
f:f Favorites ‘ {c‘; €| Suggested Sites + @ | Web Slice Gallery +

= »
(& Base Mavigation Page & - - [ g - Page - Safety - Toos - -

ORACLE" You are on Database: NDFT

Home
Favarites = Main Menu > ASccounts Payable
- H - >

higin benu =
E Accounts Payable Edit "Accounts Payable" Folder
Access PeopleSoft Payables
WVouchers Control Groups Payments
Add, maintzin, and approve vouchers Add, maintain, and reviewy control groups Create and manage payments
[ AdciUpdate =] Group Informstion [ Pay Cyele Processing
[ Mtaintzin =] Update Status [ Pay Cycle Approvals
[ Approve [=] Delete Cortrol Group [0 Pay Cycle Exceptions
=] post Control Groug 5 More...
ﬁ Batch Processes Review Accounts Payable Info ﬁ Reports
Process vouchers, payments, sccounting entries, clearing, Run inguiries on vouchers, vendors, payments, and Creste accounts payable reports.
and revalustion integration with systems. [ Youchers
[ Wouchers [ Pavables Search Criteria [ Woucher Reconcilistion
1 payment [ Youchers [ Payments
[ Extracts and Loads [ Intertaces S hiore...
3 More 2 More

nccuums Payable Center

Access the Accounts Payable center.

https:f fww connectnd usfpsc/ndft/EMPLOYEE/ERPsWEBLIE_PTPP_SC HOMEPAGE FieldFarmula, ISc ﬁ Internet | Pratected Mode: OFF v’;] - | 0% - A

:'Startl J i = ﬁ e JI /& Base Navigation Page... @ @ @[(}))

Step Action

2. Click the Vouchers link.
3. Click the Add/Update link.
4, Click the Regular Entry link.

4 f|
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ﬂ_ Regular Entry - Windows Internet Explorer | _[=] x|

% = |&] https: fwwmn.connectnd. us/pspindFt/EMPLOYEE/ERF/c/ENTER_YOUCHER_INFORMATION veHR_EXPRESS.( (]| G || €2 || X | [&¥ Live Search (2=
3 Favortes | 35, @] Suggested Sites ~ @] Weh Slice Galery -

»
(& Reqular Entry - © | g v Page -~ Safety - Tools + i@~

ORACLE" You are on Database: NDFT

Home | MutiChanne!
Favarites gMainvMenu ¥ Accauntgpayable > Voughers > Add,fLipdate »  Regular Entry

E Mewwindow  (DHelp T ntp

Voucher

Find an Existing Yalue

Business Unit: h1ooo @
foucher ID: MNEXT
Voucher Stye: |Regu\ar\f’uucher j

Short Yendor Name: Q
Vendor ID: &}
\fendor Location: a

Address Sequence Number: 0

Invoice Number: ‘

Invoice Date: [5

Gross Imvoice Amount: I 0.00

Lines Entered: 1

Add

Fird an Existing Value | Add a MNew Value

"l

4 |
Done [ [ [ [&meemet | Protected Mode: OFf oo v [ -
;."_'startl J =l JI & Regular Entry - Windo... Q0% s

Step Action

5. Click the Voucher Style list.
|Regu|arvnucher j|
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ﬁRegular Entry - Windows Internet Explorer M=
&:::a L d |g, https:J‘,l’www.connectnd.us;’psp,l’ndFt,l’EMPLO\"EEJ‘ERP,ic,l’ENTER?VOUCHER?INFORMATION.VCHR?EXPRESS.!j g 2| X I:' Live Search 2=

{_‘f Favorites ‘ i}:‘& €| Suggested Sites + @ | Web Slice Gallery +

& Reqular Entry & - - [ g - Page - Safety - Toos - - »

ORACLE" You are on Database: NDFT

Home | Worklist | MuttiChannel Console | Add to Favortes | Sign out

Youcher

Short Vendor Name:

Find an Existing Walue

Favovrites §MainvMenu > Accauntspayable > \f'oushers > Adde'pdate > Regular Entry

B Mew Window (20 Help 3 hitlp =]

Add a

Business Unit: [11000 |

Voucher ID: MNEXT

Voucher Style: | Regularvaucher |
Adjustments

FJournal Youcher
Frepaid Youcher
Register Youcher
RegularYoucher
Reversal Vaucher
Single Payment Voucher
Ternplate Voucher

Vendor ID:
Vendor Location:
Address Sequence Number:

Invoice Number:

Imvoice Date: Third Party Voucher
Gross Invoice Amount: ‘ 0.0o
Lines Entered: 1

Add

Eind an Existing Yalue | Add @ Mew Value

4| | 3|
Done ’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF #g - | FI00% -
:*Startl J i m T e JI /& Regular Entry - Windo... @Bk @[(}))

Step Action
6. Click the Journal Voucher list item.

Step Action

7. Enter the desired information into the Vendor ID field. Enter "0000005350".
8. |%i|0k the Look up Vendor ID (Alt+5) button to verify the correct vendor name.
9. Click the D & B MOTORS INC link.
[0 &B MOTORS IMC]
10. Enter the desired information into the Invoice Number field. Enter "JV TEST
MANUAL CHECK".

Note: For continuity, agencies are using the invoice number on the original AP
voucher but are preceding it with JV.
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Step Action

11. Enter the desired information into the Invoice Date field. Enter "8/30/2011".
Note: The Invoice Date can either be the original AP voucher date or the date the

AP Journal correction is added.
12. Click the Add button.

{Z Regular Entry - Windows Internet Explorer ME B
. o[l [0 =
6(9 = [&] https: /e, connectnd. usipspindftEPPLOVEEJERPjc/ENTER_vOUCHER_INFORMATION veHR_Express.( (| S |[#2 /]2 | [8% uve search |2/~
{;‘ Favorites ‘ {3 €| Suggested Sites + @ | Web Slice Gallery +
»
& Reqular Entry & - - [ gm - Page - Safety - Toos - -

ORACLE" You are on Database: NDFT

Home | Worklist | MuttiChannel Console | Add to Favortes | Sign out
Favovrites Main'Menu > Accounts Payable > “ouchers > AddfUpdate > Regular Entry
H > - -

E Related Information L.E| e Wind o @Help E{'Custurmze Page E hitp 2
Invaice Information Fayments Woucher Aftributes

Business Unit: 11000 Invoice Number: XY TEST MANUAL CHECK

Burget Status:
Voucher ID: MEXT Imvoice Date: (e ERIE] _ B _
Voucher Style:  Journal Action: ~|| Run | Printinvaice

Vendor: 0000005350 Q Pay Terms: 00 T Basis Dt Type Irv Date

Name: O & B-001 Q Control Group: Q Comments(l)

Location:  [MAIN Q Accounting Date; |09/30/2011 )

“Address: 1 poyanced vendor Search  *Currency: UsD | Q

O & B MOTORE NG Total: 0.00 Calculate

702 9TH AVE E Session Defaults

HY 5 E Related Voucher: | Q e

LAMGDOR, MD 53243

Packing Slip: |

Imsoice Lines

][] Line ‘Distributeby Kem Description Quantity UOM  Unit Price Extended Amount
1 [amount = | [ | | [ \ 0.00
Ship To SpeedChart

110002 | Q Q ™ Use One Asset ID | Calculate |

~ Distribution Lines
GL Chart Exchange Rate Statistics Aszets

i
Customize | Find | view 2 | B 2 Fro KD g ora O aet

E—E“;’wn Amount  Quantity *6L Unit  Account Openttem Oper Unit Fund Dept Program  Class :’mcnﬂ Proiet
— -
- | o
Done ,_,_,_,_ ,_ ,_ ﬁ Internet | Protected Mode: OFf ,G"ﬂ_v| F00% -

:Y’Startl J i - % e JI & Regular Entry - Windo... @ UB @[(}))

Step Action

13. Enter the desired information into the Related VVoucher field. Enter *000008545".
14. Click the Look up Related Voucher (Alt+5) button to verify the correct voucher.

=

15. Click the TEST MANUAL CHECK PROCESS link.
[TEST MAMNLUIAL CHECK PROCESS]
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Step Action

16. AP journal corrections require additional distribution lines, depending on the type of
correction being made.
When making a correction to an Account Code, Dept. ID, Operating Unit, or Class
Code...cash lines are not needed.
When making a correction to a Fund...cash lines are required.

17. Decision: Please make a selection from the options listed below.

e Non-Fund Correction
Go to step 18 on page 13
e Fund Correction
Go to step 31 on page 14

18. Enter the desired information into the Amount field. Enter "-10.00".

19. Enter the desired information into the Account field. Enter "534040".

20. Enter the desired information into the Oper Unit field. Enter "110".

21, Enter the desired information into the Fund field. Enter "001".

22. Enter the desired information into the Dept field. Enter "3000".

23. Enter the desired information into the Class field. Enter "11030".

24, Click the Add multiple new rows at row 1 (Alt+7) button.

25. Enter the desired information into the Account field. Enter "534040".

26. Enter the desired information into the Oper Unit field. Enter "110".

217. Enter the desired information into the Fund field. Enter "001".

28. Enter the desired information into the Dept field. Enter "4000".

29. Click the Save button.

30. This topic showed how to Enter a Journal Correction in AP (Non Fund Correction).

End of Procedure. Remaining steps apply to other paths.
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ﬂ_ Regular Entry - Windows Internet Explorer | _[=] x|
% = |&] https: fwwn.connectnd. us/pspindFa/EMPLOYEE/ERP/c/ENTER _YOUCHER _INFORMATION. veHR_ExPRESS. (]| G || €2 || X | [&Y Live Search |2 |-

3 Favorites | 35, @] Suggested Sites ~ @] Weh Slice Galery -

aRegular Entry @ -~ - [ @ ~ Page ~ Safety ~ Tools ~ @v >

ORACLE" Youare on Database: NDFQ)

Home | Warklist | MutiChannel Console | Add to Favortes
Favarites gMainvMenu ¥ Accauntgpayable > Voughers > Add,fLipdate »  Regular Entry

PdUKINg S0 L ;I
EI Line ‘Distribute by Iem Description Quantity UOM Unit Price Extended Amount
1 [2mount =] | \ | [ ] [ 0.00
Ship To SpeedChart
’WOQ ’—O“ [T uUse One Asset ID | Calculate

~ Distribution Lines
GL Chart Exchange Rate Statistics Aszets

i First &)

Customize | Find | iew 2 | B |

o Amount  Quantity *GL Unit  Account Openitem Oper Unit Fund Dept Program  Class CeBUS  projes
= = 1 1] 1000 @, | Q| A & Al Q|| Q| <y N
Business Unit: 11000
Vuucher D : MNEXT N N
Frint Invoice Imvoice Lines 0000
(minus)  Total 0.00 - Calculate |
fequals)

| o
'_,_,_’_ ’_ ’_ |§ Internet | Protected Mode: OFF w’h - | DD A
A"‘_‘startl J i . vl -] JI i€ Regular Entry - Windo... @3 @'ﬂ”)

4

Step Action

31. Enter the desired information into the Amount field. Enter "-100.00".
32. Enter the desired information into the Account field. Enter "683010".
33. Enter the desired information into the Oper Unit field. Enter "110".
34. Enter the desired information into the Fund field. Enter "298".

35. Enter the desired information into the Dept field. Enter "8130".

36. Enter the desired information into the Class field. Enter "11050".

37. ck the Add multiple new rows at row 1 (Alt+7) button.

[+]
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/_ Regular Entry - Windows Internet Explorer ==
1
Explorer User Prompt Zhvation. vorr_exeress. 7| G |[ 42| % | |8 Lve search |2+

Seript Prompt:
Enter number of rows to add:
Cancel

E

ﬁ - | @ ~ Page » Safety = Tools - @v »

Home
Favovrites MainvMenu > Accounts Payable > Wouchers >  AddfUpdate > Regular Entry
: h h Pal;mng:llp;' L ;I

Invoice Lines

E| Line ‘Distribute by HKem Description Quantity UOM Unit Price E:
1 [2mount =] | \ | | | [ 0.00

Ship To SpeedChart

110002 @ @, ™ Use One Asset ID - Caloulate

w Distribution Lines
[ Exchange Rate || Stetistics | Assets |

e Amount  Quantity GL Unit  Account Openltem Oper Unit Fund Dept Program  Clase PBUS  projes
=o 1 -1o0000 [11000 (@, [gez010 @[ @ [0 @ [zos @ [s130 Q, @, [11os0 @, | Q[

Business Unit: 11000

Balancing

‘Woucher ID: MEXT

| Pririt In\rmce:\ Iwvoice Lines 0000
{minus)  Total 000 | GCaloulate |
(equals)
4| | ,
javascript: submitAction_win0{document.wind, DISTRIE_LINESnewm$0$$07; ’_’_’_’_ ’_ ’_ ﬁ Internet | Pratected Mode: OFF G'h - | 0% - A

Zrstart| | 5 B %) @ [ Revuter emiry - Windo B =0

Step Action

38. Enter the desired information into the Explorer User Prompt field. Enter "3".
39. Click the OK button.
0Ok,
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ﬂ: Regular Entry - Windows Internet Explorer | _[=] x|

m = |&] https: fwwn.connectnd. us/pspindFa/EMPLOYEE/ERP/c/ENTER _YOUCHER _INFORMATION. veHR_ExPRESS. (]| G || €9 || X | [&Y Live Search |2

3 Favorites | 35, @] Suggested Sites ~ @] Weh Slice Galery -

@Regular Entry @ -~ - [ @ ~ Page ~ Safety ~ Tools ~ @v >

ORACLE" Youare on Database: NDFQ)

Home | Warklist | MutiChannel Console | Add to Favortes
Favorites | Main Menu > ACCounts Payable : wvouchers > Add/Update »  Regular Entry
. T - r"dl:nsmg.‘.m[.l:v

Imsoice Lines

)

&|[=] Line ‘Distributeby IKem Description Quantity UOM  Unit Price Extended Amount
1 [amaunt =] | \ | | | [ 0.00
Ship To SpeedChart
1oonz @, @, ™ Use One Asset ID ~ Caloulate

~ Distribution Lines Customize | Eind | View 20 | =1 | i
GL Chart Exchange Rate Statistics Aszets

Copy PC Bus

T Amount Quantity *GL Unit  Account Openttem Oper Unit Fund Dept. Program  Class bt Projet
H= (= O 1] -toooo) | (11000 @, (683010 @ || @ [0 @ [zes @ [s130 Q| @, [110s0 @, | NI
| = [ 10000 11000 @ 1 Q| Q& a Q| a | Q, | a
=l = al| 0.0 | 1000 @, | a| Q& @, Q|| Q| | a ]
El|=| O 4 0.00 | [11000 @, | @, | Q[ & = @, || Q| @ a

Business Unit: 11000

Balancing

Voucher ID: MEXT . - | |
 Print Involce Invoice Lines 0000

(minus)  Total 0.00 . Calculate | _'LI
4] 3

|
'_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥o - | 00 v

Crstart| | S B ¥ @ |[@ regular ntry - Windo.. G &

Step Action

40. Enter the desired information into the Account field. Enter "105251".

41. Enter the desired information into the Fund field. Enter "298".

42. Enter the desired information into the Amount field. Enter "100.00".

43. Enter the desired information into the Account field. Enter "683015".

44, Enter the desired information into the Oper Unit field. Enter "110".

45, Enter the desired information into the Fund field. Enter "001".

46. Enter the desired information into the Dept field. Enter "8130".

47. Enter the desired information into the Class field. Enter "11050".

48. Enter the desired information into the Amount field. Enter "-100.00".

49. Enter the desired information into the Account field. Enter "105251".

50. Enter the desired information into the Fund field. Enter "001".

51. Click the Save button.

52. After the AP voucher is completed, it can be submitted for final approval.
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Action

This topic showed how to Enter a Journal Correction in AP (Fund Correction).

End of Procedure.
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ST 4.1.3 - Deleting a Voucher
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Deleting a Voucher

Training Guide
Module 4 — Accounts Payable

Navigation: Accounts Payable > Vouchers > Add/Update > Delete VVoucher

Vouchers can be deleted, when necessary, unless they have been posted or paid. The system

makes no audit trail of the deletion because it assumes the voucher is incorrect.

Procedure

This topic shows how to Delete a VVoucher.

Note: A voucher can be deleted if it has not posted to PeopleSoft.

ﬁEn1p|Dyee-facing registry content - Windows Internet Explorer

@;‘/ - Ig, https: | e, connecknd. us/psp fndf g EMPLOYEE (ERP h/7tab=DEFALILT
5 Favorites ‘ 9l @ Suggested Sites ~ @& | Web Slice Gallery ~

‘_:i Connecting. .. | |

M= E3

j % R #2]| % II’_"Live Search

& M L ;é; - Page = Safety » Tools = -@-v »

2

[» Services Procurement

[» Sourcing

I» Engineeting

[» Manufacturing Definitions
[» Production Control

[> Configuration Modeler

[> Product Configurations
[ Qality

> Demand Planning

I Inventary Policy Planning
I» Supply Flanning

[> Grants

[> Program Management

[> Project Costing

[= Proposal Managerment

[> Maintenance Management
> Resource Management
[» Lease Adrministration

[ Staffiing

[> Travel and Expenses

[> Travel Administration

[> Billing

[» Accounts Receivahle

[» Accounts Payahle

I» eSettlernents

I» Asset Managerment

[ IT Asset Management

[> Banking

[> Cash Management

[> Deal Management

[ Risk Management

[» Financial Gateway

[= VAT and Intrastat

[> Excise and Sales TaxWAT IMD
[> Commitrment Contral

[> General Ledger

[> Allocations

[+ Statutory Reports

[= SCM Integrations

I» Set Up Financials/Supply Chain

https:f fww connectnd usfpspindfo/EMPLOYEEJERP/sWEELIE_PTPP_SC.HOMEP, |\

:’Startl J ig .4} "Eﬁ = JI {& Employee-facing regi...

=

[~

l_ l_ l_ ’_ ’_ ’_ |a Internet | Pratected Mode: OFF

A | miorm -

Qe s

4

Step Action

1. Click the Accounts Payable link.
[ Accounts Payahble]
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S Favortes | 515 @] Suggested Sites ~ ] Weh Sice Galery -

{8 Base Navigation Page

ORACLE" Youare on Database: NDFQ)

Haome
Favarites Main Menu > Accounts Payable
: >

Itain Menu =

Accounts Payable
Access PeopleSoft Payables.

ﬁ Youchers ﬁ Control Groups
Add, maintain, and approve vouchers. Add, maintain, and revieyy control groups.

[ AcidiUpdate =] Group Informstion

[ Maintsin =] Update Status
[ spprove =] Delete Corttrol Group

= Post Contral Groun

Review Accounts Pavable Info
Fun inguiries on wouchers, vendors, payments, and
integration with systems.

ﬁ Batch Processes
Process vouchers, payments, sccounting entries, clearing,
and revaluation

[ Youchers 1 pavables Search Critetia
[ Payment [ *ouchers
[ Extracts and Loads [ Interfaces

3 More... 2 More...

nccnums Payable Center

Access the Accounts Payable center

:*Startl J i. 4] ?j @ JI @Base Mavigation Page...

ation Page - Windows Internet Explorer [_[=]x]
@T:: = [&] https: fuwn.connectnd. us/pspindFa/EMPLOYEE/ERP s/ WEBLIB_PTPP_SC. HOMEPAGE FisldFormula.15cript_ ]| G || €2 || X | [&Y Live Search |2 |-

@ < - [ é; -~ Page = Safety ~ Toals ~ @v >

Edit "Accounts Payable" Folder

ﬁ Paviments
Creste and manage payments.

[ Pay Cyole Processing

01 Pay Cyele Spprovals

[ Pay Cyele Excegtions
S hiore...

ﬁ Reports
Create accounts payable reports.

1 Youchers
[ ¥oucher Reconcilistion
[ Payments

5 More

https:/ fvnaw . connecktnd us/psc/ndfg/EMPLOYEE JERP/s 'WEBLIE_PTPP_SC.HOMEPAGE. FieldFormula ISc ﬁ Internet | Protected Mode: OFF

EREI
=G g

Step Action

2. Click the Vouchers link.

3. Click the Delete Voucher link.

lete Youcher
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ﬂ: Delete Youcher - Windows Internet Explorer [_ =]
% = |&] https:reww. connectnd. usipspindftiEMPLOYEE JERPIC/ENTER_voUCHER_INFORMATION. voHR_DELETE.< | G |[#2 /| 2 | [£% Lve search |2~

File Edit ¥iew Favorites Tools  Help

3 Favorites | 35 @ Suggested Sites + @] Weh Sice Galery -

(& Delete Youcher M- ~ | peh v Page v Safety ~ Tools ~ (@~ ”

ORACLE" You are on Database: NDFT
Home 3 sole ez | Signout
Favarites gMain_Menu ¥ Accauntsvpayable > Voucvhers > Add,fugdate » Delete Voucher

B Mew Window 2 Help B http

=)

Voucher Delete

Enter any information you have and click Search. Leave fields hlank for a list of all values.

Maxitnurn number of rowes to return (up to 3003|300

Business Unit: |= - 11000 e}

‘oucher ID: [begins with =] [aod]

Entry Status: |= LI | LI
Invoice Number: |begms with ;”

Short Vendor Name:l hegins with ;I |

Vendor ID; |begms with;” a

Name 1: |begms withL”

" Ccase Sensitive

Search | Clear Basic Search [E) Save Search Criteria

4| |
Done ’_’_'_’_’_’_’@r Internet '\fﬂ_vl ”!‘( 100% -
i start j o I i€ Delete Youcher - Win... j J @ ! I:l

A lalE

Step Action
4, Enter the desired information into the Voucher ID field. Enter "00008159".
5. Click the Search button.
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ﬂ: Delete Youcher - Windows Internet Explorer [_[=]x]
% = [&] https: {fum. connectnd. us{pspindft/EMPLOYEE JERP/c/ENTER_YOUCHER_INFORMATION vcHR_DELETE.c ]| G || €2 || X | [E¥ Live Search (2=

File Edit ‘“iew Favorites Tools  Help

5‘} Favorites ‘ {3 @ Suggested Sites * @ | Wb Slice Gallery ~

& Delete Youcher I - [ g= - Page - Safety = Toos- @@=

ORACLE" You are on Database: NDFT

Home | Worklist | MuttiChannel Console | Add to Favortes | Sign out

Favovrites §MainvMenu > Accauntsvpayable > \f'oucvhers > AddeEdate > Delete Woucher

@New\l\finduw ?Help E{'Custurmzz

| v

Celete Yaucher “oucher Details
Business Unit: 11000 WVoucher: 00008159
‘endor: 0000112766 DAKOTA ALARM

ShortHame:  DARKOTA ALA-002

VYoucher Information

Invoice: 17B5ETE Origin: 001 Header Budget Status: Mot Chk'd
Date: 101 52010 Group: Mon-Prorated Budget Status:  alid
Gross Amount: 150,00 USD Entry Status: Recycle
Related
Voucher

Delete

|B) save | {4 Returnto Search | (=] Notity |

Dielete Voucher | Woucher Details

<] | _’lLI
Done ’_,_,_,_,_,_,@ﬁ Internet "fﬂ_'l H100% - A
i) start j > [ & pelete voucher - win... j J o[ @ ’:

Step Action
6. Click the Delete button.

7. Click "OK" to confirm the delete command.

Click the OK button.
8. Click the Save object.

9. This topic showed how to Delete a Voucher.
End of Procedure.

ST 4.1.4 - InterDepartmental Billing/IDB Vouchers
InterDepartmental Billings/IDB Vouchers
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Navigation: Accounts Payable > Vouchers > Add/Update > Regular Entry

Billings from other agencies generated through the InterDepartmental (IDB) system create
vouchers in Accounts Payable with an Entry Status of Recycle. The vouchers must have valid
chartfield information entered before they can be budget checked/approved. The Payment
Method is Giro/EFT.

Procedure
This topic shows how to pay an InterDepartmental Billing/IDB Voucher.

IDB's are billings created by another agency to be paid electronically through Accounts Payable.
These payments are generated electronically and are accessed through the Recycle Status.

ﬁEmplnyeeflating registry content - Windows Internet Explorer

@A L4 Ié https: [ fvvwiv, connectnd, us/psp/ndfg/EMPLOYEESERP R Ptab=DEFALLT j % @ 2| X Ii':’ Live Search B~

{3 Favorites ‘ i.:‘ﬁ €| Sugoested Sites ~ @ | Web Slice Gallery =

= ~ »
@Emp\uyee-Facing registry content | | ﬁ - E - | @ + Page~ Safety - Tools - .@.v

[> Product Configurations ;l
[= Cuality

[> Demand Planning

I Inventary Policy Planning

[» Supply Planning

[> Grants

[» Program Managerment

[> Project Costing

[> Proposal Management

[> Maintenance Management

[» Resource Management

[» Lease Adrministration

[+ Staffing

[> Travel and Expenses

[> Travel Administration

[> Billing

[> Accounts Receivahle

[» Accounts Payable

> eSettlernents

[» Asset Managerment

I IT Asset Managerment

[> Banking

[> Cash Management

[> Deal Management

[» Risk Management

[ Financial Gateway

[= VAT and Intrastat

[ Excise and Sales TaxWAT IND
[> Commitrment Contral

[» General Ledger

[> Allocations

[> Statutory Reports s
[= SCM Integrations

[» Set Up FinancialsSupply Chain
[» Enterprise Cormponents

> Governrment Resource Directary
[» Background Frocesses

[ Worklist

[> Application Diagnostics

[> Tree Managear _I

o
https: fww . connectnd uspspindfo/EMPLOYEEERP s/WEBLIE_PTRP_SC.HOMEPAGE. FieldFormula. 15¢ | Tkernet | Frotected Mode: OFF va v | miome -

f‘startl J e H T @ JI & Employee-facing regi... @5 @(}))

Step Action

1. Click the Accounts Payable link.
[l Accounts Payahlel
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Base Navigation Page - Windows Internet Explorer !E m
@T::: = [&] https: fuwn.connectnd. us/pspindFa/EMPLOYEE/ERP s/ WEBLIB_PTPP_SC. HOMEPAGE FisldFormula.15cript_ ]| G || €2 || X | [&Y Live Search |2 |-

S Favortes | 515 @] Suggested Sites ~ ] Weh Sice Galery -

= »
EBase Mavigation Page @ - - ) = - Page - Safety ~ Tools - @v

ORACLE" Youare on Database: NDFQ)

Haome

Favorites | Main Menu > Accauntgpayable

Itain Menu =
E Accounts Payable Eult "ccounts Payable® Folder
Access PeopleSoft Payables.
ﬁ Vouchers ﬁ Control Groups ﬁ Payments
Add, maintain, and approve vouchers. Add, maintain, and revieyy control groups. Creste and manage payments.
[ AcidiUpdate =] Group Informstion [ Pay Cyole Processing
[ Mairtzin =] Update Status 01 Pay Cyele Spprovals
[ spprove =] Delete Corttrol Group [ Pay Cyele Excegtions
= Post Contral Groun 5 hiore...
ﬁ Batch Processes Review Accounts Payable Info ﬁ Reports
Process vouchers, payments, sccounting entries, clearing, Fun inguiries on wouchers, vendors, payments, and Create accounts payable reports.
and revaluation integration with systems [ Wouchers
[ Youchers 1 pavables Search Critetia [ ¥oucher Reconcilistion
[ Payment [ Youchers [ Payments
[0 Extracts and Loads [ Interfaces 5 Mare
3 More... 2 More...

nccnums Payable Center

Access the Accounts Payable center

https:/ fvnaw . connecktnd us/psc/ndfg/EMPLOYEE JERP/s 'WEBLIE_PTPP_SC.HOMEPAGE. FieldFormula ISc ﬁ Internet | Protected Mode: OFF v’;] - | DD A

:*Startl J i. .l & JI @Base Navigation Page... @5 @'ﬂ”)

Step Action
2. Click the Vouchers link.

3. Click the Add/Update link.

4, Click the Regular Entry link.

el /]
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f_ Regular Entry - Windows Internet Explorer M=
- R -
6(9 = [&] https: /e, connectnd. usinspindfa/EMPLOYEE/ERP{c/ENTER_yOLCHER_INFORMATION. veHR_ExpRess. (| G |[#2 /|2 | [8 Lve search (2=

{;‘ Favorites ‘ EQ:'S €| Suggested Sites + @ | Web Slice Gallery +

& Reqular Entry & - - 7 g - Page - Safety - Toos - - »

ORACLE" You are on Database: NDFQ

Home

Favovrites §MainvMenu > Accauntspayable > \f'oushers > Adde'pdate > Regular Entry

B Mew wWindow (20 Help D http )

Voucher

Find an Existing Yalue

Business Unit: h1ooo S
foucher ID: MNEXT
Voucher Stye: |Regu\ar\f’uucher j

Short Yendor Name: @,
Vendor ID: @,
Vendor Location: @,

Address Sequence Number: 0@y,

Invoice Number: \

Invoice Date: I

Gross Imvoice Amount: I 0.00

Lines Entered: 1

Add

Fird an Existing Value | Add a MNew Value

-

4| | >

javascript: submitAckion_win0{document.wind, #ICSwitchMade; ’_’_’_’_ ’_ ’_ ﬁ Internet | Pratected Mode: OFF G"ﬂ - | 100 - A
fYSEBrtl J i B % e JI & Regular Entry - Windo... @ UB @[(}))

Step Action

5. Click the Find an Existing Value tab.

| Eind an Existing Walue

6. Click the Entry Status list.

| |

Page 25



egular Entry -

dows Internet Explorer

3 Favorites | 35, @] Suggested Sites ~ @] Weh Slice Galery -

& Reqular Entry

ORACLE" Youare on Database: NDFQ)

Haome
Favarites gMainvMenu ¥ Accauntgpayable > Voughers > Add,fLipdate »  Regular Entry

Youcher

Enter any information you have and click Search. Leave fields hlank for a list of all values.

Add a Mew Value

(= (=]
m = |&] https: fuwmn.connectnd. us/pspindFa/EMPLOYEE/ERP/c/ENTER _YOUCHER_INFORMATION. veHR_ExPRESS. (]| G || €2 || | [&Y Live Search |2 |-

Maxitnurn number of rowes to return (up to 3003|300

Business Unit: |: - 11000 @,

Voucher ID: | hegins with ;I |
Invoice Number: |begms with ;”
Short Vendor Name: | hegins with ;I |
vendor ID: | Leains with =] [ @,
Name 1: |begmswithj|
Youcher Style: |: j | j
Related Voucher:  |begins with x|
Entry Status: |= | |
Voucher Source:  |= =
Postable

I~ Case Sensitive

Template Woucher
Search Clear |pasic Search [@F Save Search Criteria

Find an Existing Value | Add a MewYalue
4

@ - - [ @ -~ Page = Safety ~ Toals ~ @v >

1 My Wind o @Help Hhttp A

| o

f‘_’startl J i . el & JI @ Regular Entry - Windo...

Cione '_ '_ '_ ’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF

R
25 S

Step Action

7. Click the Recycle list item.
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6=Regular Entry - Windows Internet Explorer

. [l [@2 =
GT\%} = [&] https: /e, connectnd. usinspindf/EMPLOYEE/ERP{c/ENTER_yOLCHER_INFORMATION. veHR_ExpRess. (| G |[#2 /|2 | [8 uve search |2
{;‘ Favorites ‘ i}:‘& €| Suggested Sites + @ | Web Slice Gallery +
»
& Reqular Entry & - - [ gm - Page - Safety - Toos - -

ORACLE" You are on Database: NDFQ

Home L izt | MuttiChannel Console | Add to Favortes | Sign out

Favovrites MainvMenu > Accaunts Payable = \f'oushers > Adde'pdate > Regular Entry

B Mew wWindow (20 Help D http A4
Veoucher
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing value Add & Mew Value

Maximum number of rows to return {up to 3003|300

Business Unit: = [ftoon @,
Voucher ID: |begins with = ||

Invoice Number:  [begins with = ||

Short Vendor Name: | begins with = ||

vendor ID: |begins with = || @,

Name 1: |begins with = ||

\oucher Style: [= = =l

Related Youcher: | begins with ;I |
Entry Status: = -
Voucher Source: |: =l

" case Sensitive

| Search | Clear |Basic Gearch [&f Save Search Criteria

Find an Existing value | Add a Mew Yalue

4| | 3| =
Done ’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF #g - | HI00% -
f'Startl J i [ ﬁ e JI /& Regular Entry - Windo... @ UB @[(}))

Step Action
8. Click the Search button.

9. The voucher is generated by an Account of 999999, which is an invalid chartfield
value. The Distribution Lines must be manually coded or a SpeedChart can be used
for predefined coding.
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ﬂ_ Regular Entry - Windows Internet Explorer | _[=] x|

% = |&] https: fuwmn.connectnd. us/pspindFa/EMPLOYEE/ERP/c/ENTER _YOUCHER _INFORMATION. veHR_ExPRESS. (]| G || €9 || X | [&Y Live Search |2
3 Favorites | 35 @] Suggested Sites ~ @] Weh Slice Galery -

aRegular Entry @ -~ - [ @ ~ Page ~ Safety ~ Tools ~ @v >

ORACLE" Youare on Database: NDFQ)

Home | Warklist | MutiChannel Console | Add to Favortes
Favarites éMainvMenu ¥ Accauntgpayable > Voughers > Add,fLipdate »  Regular Entry

Location:  |REMITT @, Accounting Date:  |D5/23/2011 | |
“Address: 1)@ Advanced Vendor Search  *CMITeNCY: WQ ) ~ Mon Merchandise Surnrary

MANAGEMENT AND BUDGET,MND Total: I 587 | Galculate |

OFFICE OF Difference 0.oo Session Defaults

CAPITOLTOWER 4THFLR
600 E BOULEYARD AVEMUE
BISMARCE, MND 58505-0130

Packing Slip: |

®][=] Line ‘Distributeby Item Description Quantity UOM  Unit Price E
1 [amount =] | @, [UPS charges April 2011 | | [ ey | [ 587
Ship To SpeedChart
o002 (@, @ [ Use One Asset ID  Calculate

~+ Distribution Lines

[ERIENE * Exchangs Rets || Statistics || Assets

Dc_g% Amount Quantity *GL Unit Account Openttern OQper Unit Fund Dept Program  Class Fﬁ“Bus F
E|E=E A (O 1 557 | [11000 @, |998ss0 @, @, @, @ @ @, | @ @, [

Business Unit: 11000
Invoice Lines 5.a7
Misc Charge Amount ’7 =
Freight Amount ’7 =

Voucher ID: 00008647
 Print Invoice

=
4] 3

|
javascript: paction_winO{document wind,"YCHR_PAMELS WRK_SPEEDCHART_KEY$prompk$0'); |§ Internet | Protected Mode: OFF \fﬂ - | DD A

A"‘_‘startl J i = ?_ll a JI gkegular Entry - Windo... m UB @'ﬂ”)

Step Action
10. Click the Look up SpeedChart (Alt+5) button.

11. Enter the desired information into the Account field. Enter "611005".

Note: This SpeedChart didn't have the Account specified, so the appropriate code
must be manually entered.

12. Click the_ Save button.
13. Note: After the voucher is saved, it must be submitted for Initial and Final
Approval.

ST 4.1.6 - Submitting a Voucher for Initial Approval
ST 4.1.7 - Final Approval of Voucher.

14. This topic showed how to pay an InterDepartmental Billing/IDB Voucher.
End of Procedure.
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ST 4.1.5 - Errors in AP Voucher
Errors in AP Voucher

Navigation: Accounts Payable > Vouchers > Add/Update > Regular Entry

Errors in a voucher will prevent it from posting. Some common errors include:

Missing chartfields (Account, Fund, Dept ID, Oper Unit, and/or Class)
Budget Error

Inactive Vendor
Inactive Address or Location
Incorrect 1099 Withholding
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Procedure

This topic discusses Chartfield Errors in an AP VVoucher.

ﬁEn1plDyee—l g registry content - Windows Internet Explorer

@ Employee-facing registry content

@h J % | ] https:/jwww connectrd.usfpspndf/EMPLOYEE(ERPfh{7tab=DEFALLT

| % I:_"Live Search

3 Favortes | 35 @] Suggested Sites ~ @] Weh Slice Galery -

| i - B - L o - Page~ Safety - Took - @v

[» Services Procurernent
[» Sourcing

[» Engineering

[> Manufacturing Definitions
[> Production Control

[= Configuration Modeler
[» Product Configurations
I Quality

I» Demand Planning

I Inventary Folicy Flanning
[> Supply Flanning

[> Grants

[> Program Management
[> Project Costing

[» Proposal Managernent
[» Maintenance Managerment
I» Resource Management
[> Lease Administration

[ Staffing

[> Travel and Expenses

[ Travel Administration

&> Billing

[» Accounts Receivakle

[» Accounts Payable

I» eSettlernents

[> Asset Management

[ IT Asset Management

[> Banking

[» Cash Management

[> Deal Managerment

I» Risk Management

[» Financial Gateway

[ WAT and Intrastat

[> Excise and Sales TaxWAT IMD
> Commitrment Control

[> General Ledger

[ Allocations

[» Statutory Repaorts

[» SCM Integrations

> Set Up FinancialsiSupply Ghain

=

Il

https:/ fvna . connecknd us/psp/ndfoEMPLOYEEJERP /s 'WEELIE_PTPP_SC.HOMEPAGE. FieldFormula.15¢ |g Internet | Protected Mode: OFF

(‘Startl J i‘—a . 4] % @ JI @Empluyeef[acing regi.

cav | miore -
=0 g

Step Action

1. Click the Accounts Payable link.

[l Accounts Payahlel
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61:;‘ = [&] https: /e, connectnd. usipspindfa/EMPLOYEE/ERP s/ WEBLIE_PTPP_SC, HOMEPAGE, FieldFormula Iscript_[ | & |[#2[| 2 | [£% uve search |2~
f:f Favorites ‘ {c‘; €| Suggested Sites + @ | Web Slice Gallery +

= »
(& Base Mavigation Page & - - [ g - Page - Safety - Toos - -

ORACLE" You are on Database: NDFQ

Home
Favarites = Main Menu > ASccounts Payable
- H - >

higin benu =
E Accounts Payable Edit "Accounts Payable" Folder
Access PeopleSoft Payables
WVouchers Control Groups Payments
Add, maintzin, and approve vouchers Add, maintain, and reviewy control groups Create and manage payments
[ AdciUpdate =] Group Informstion [ Pay Cyele Processing
[ Mtaintzin =] Update Status [ Pay Cycle Approvals
[ Approve [=] Delete Cortrol Group [0 Pay Cycle Exceptions
=] post Control Groug 5 More...
ﬁ Batch Processes Review Accounts Payable Info ﬁ Reports
Process vouchers, payments, sccounting entries, clearing, Run inguiries on vouchers, vendors, payments, and Creste accounts payable reports.
and revalustion integration with systems. [ Youchers
[ Wouchers [ Pavables Search Criteria [ Woucher Reconcilistion
1 payment [ Youchers [ Payments
[ Extracts and Loads [ Intertaces S hiore...
3 More 2 More

nccuums Payable Center

Access the Accounts Payable center.

https:f fww connectnd usfpsc/ndfg/EMPLOYEEJERP/ s WEBLIE_PTPP_SC.HOMEPAGE. FigldFormula, ISc ﬁ Internet | Pratected Mode: OFF v’;] - | 0% - A

:'Startl J i = ﬁ e JI /& Base Navigation Page... @ @ @[(}))

Step Action

2. Click the Vouchers link.
3. Click the Add/Update link.
4, Click the Regular Entry link.

4 f|
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,_f'_ Regular Entry - Windows Internet Explorer [_ (=] x]
bl ne | [ N

% = [&] https: fwwan. connectnd. usipspindFo/EMPLOYEE/ERPIc/ENTER_VOLICHER,_INFORMATION. vcHR_Express. (|| G || 49| x| [&¥ Lve search (2|~

i} Favarites ‘ {5 € | Suggested Sites - @ | Web Slice Gallery -

gRegular Entry @ - = [ @ ~ Page ~ Safety ~ Tools ~ @v >

ORACLE" You are on Database: NDFQ

Home: izt e e Sign out

Favovrites §MainvMenu > Accauntgpayable ¥ Voughers ¥ Addeipdate > Regular Entry

B M Windowe ®Help T htp Al

Voucher

e,
Find an Existing Yalue

Business Unit: f1ooo @,
oucher ID: MEXT
Voucher Style: |F€egu\arVoucher j

Short Vendor Narme: @,
vendor ID: @,
Vendor Location: @,

Address Sequence Number: 0@

Imvoice Number: \

Invoice Date: I

Gross Imvoice Amount: \ 0.00

Lines Entered: 1

Add

Find an Existing Yalue | Add a Mew Yalue

-

4 | »

javascript: submitaction_win0{document.wind, #ICSwitchMode"); ’_’_’_’_ ’_ ’_ ﬁ Internet | Pratected Mode: OFF \fﬂ - | EI00% v A
f‘_‘startl J i = % @ JI /& Regular Entry - Windo... @ UB @'@’J

Step Action

5. Click the Find an Existing Value tab.
|/ Find an Existing Value
6. When saving a voucher, if there are missing required chartfields, the Budget

Checking Errors message box will appear.
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Regular Entry - Windows Internet Explorer

% - I& https:J‘,l’www.connectnd.us;’psp,l’nquJ‘EMPLOYEE,I’ERP;’c,iENTER?\-’OUCHER?INFORMATION.VCHR?EXPRESS.j 3 |i}| |i| If" Live Search

5‘} Favorites ‘ ﬁ €| Suggested Sites + @ | Web Slice Gallery +

& Reqular Entry ﬁ - | @ o

ORACLE" You are on Database: NDFQ

Home

Favovrites §MainvMenu > Accauntspayable > \f'oushers > Adde'pdate > Regular Entry

EReIaIedlnfUrmatiun (B Mewr ind ow @Help Ef‘CustumwzePage =R

| Burmary \| Related Documents Payrments Woucher Aftributes Ertar Surnmary

Business Unit: 11200 Imvoice Number:  |(11200-LM01098517-2) Budget Status: Error
Voucher ID: 00029745 Invoice Date: 062202011 [ ) .
Voucher Style:  Regular Action: | =] Run |Printinvoice|

Copy from a Source Document

PO Unit: Purchase Order: I | CopyPO | worksheet Copy Option: INnne =

Vendor: WQ “Pay Terms: ’DD—Q Wawe = Basis Dt Type Inv Date

Name: [sTaTEDOZ & Comments(0}

Location:  [wain (& Accounting Date: [osr2zrz011 | —
*Address: ,71(‘3@ Advanced Yendor Search  *Currencys WQ@ Mon Merchandise Summary

INFORMATION TECHMOLOGY Total: | 85500 | Calculate |

500 & BOULEVARD AVE DEFT 112 Difference 0.00 Session Defaulls

BISMARCK, ND 58505-0100

Packing Slip: |
Invoice Lines
= Line ‘Distribute by HKem Description Quantity UOM Unit Price Extended i it
1 [Amount x| | @, [ELM Interface [ [T £55.00
Ship To SpeedChart

AASHP10D, @,

" Use One Asset ID . Caloulate |

Exchane Rate || Stetistics || Assets

4 I

javascript: submitAction_winO{docurment, wind, ' #ICPanel1"); ’_’_’_’_ ’_ ’_ ﬁ Internet | Pratected Mode: OFF G'h - | 00 - A
A'fSEBrtl J i |l “- Jlgkegular Entry - Windo... (e @[(}))

Step Action
7. Click the Summary tab.
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f: Regular Entry - Windows Internet Explorer !E m

@T\: ) = [l netps: s connectnd.usfpspndFa EMPLOVEE[ERRjc/ENTER,_VOUICHER_INFORMATION. beHR_EwPRESs. ]| i |[€4] [ | [ Live Search o
3 Favorites | 35, @] Suggested Sites + @] Weh Slice Galery -

& Reqular Entry @ - ~ [ Qé; ~ Page - Safety ~ Tools + ®v >

ORACLE" Youare on Database: NDFQ)

Favarites gMainvMenu ¥ Accauntgpayable > Voughers > Add,fLipdate »  Regular Entry
[=] Related Infarmation 2 Mew Window ®He|p IL/Custnm\zeF'age Ehttp =]

surmmary Related Documents Invaice Infarmation Eavments woucher Aftributes Errar Surmmary
Business Unit: 11200 Invoice Date: 062202011
Voucher ID: 0002a745 Invoice No: (11200-LMO01098917-2)
Youcher Style: Regular Invoice Total: 85600 sD
Contract ID:
Vendor Name: IMFORMATION TECHMOLOGY Pay Terms: o

DEFARTMEMNT

§O0 E BOULEVARD AVE DEPT 112 Voucher Source: Inter Department Billing

BISMARCEK, ND 53505-0100
Entry Status: Fostable Origin: DG
Match Status: Mo Match Created: 06232011
Approval Status: FPending Created By: INDS_PROCESS
Post Status: Unposted Modified: 09i08/2011

Modified By: LOSHAMNMON@E@MND. GOV
ERS Type: Mot Applicahle
Budget Status: Exceptions Close Status: Open
Budget Misc Status: valid
“iew Related | Payment Inguiry x| Go
: Save @ﬁ Returnto Search: El Motity :8 Refresh |:L Add: Updmemwsplay: s
Surnmary | Eelated Docurnents | [nvoice [nformation | Payments | Woucher Aftributes | Error Sumrmany -
4] | 3
Done [ [ [ [&meemet | Protected Mode: OFf oo v [Eim -

f'startl J E Rl JI (& Regular Entry - Windo... @G

Step Action

8. Click the Exceptions object.
9. The Exception message opens a new window and displays "Required key CF is

blank™, which means a required chartfield is missing (Operating Unit, Class, Dept
ID, Account).

Close the VVoucher Exception window and click the Invoice Lines tab to correct the
error.

10. Other voucher errors may include an Inactive Vendor, Location or Address.

Contact Vendor Registry for Vendor related issues.
11. An Inactive Location will prevent a voucher from creating a payment.

Note: If a Location is Active, there may be a problem with the Effective Date being
set up after the Invoice Date.
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Step Action

12. An Inactive Address will prevent a voucher from creating a payment.
Note: If an Address is Active, there may be a problem with the Effective Date
being set up after the Invoice Date.

13. The voucher may have a withholding error whereas 1099 reporting was indicated;
however, the information may not be set up.

14. This topic discusses Chartfield Errors in an AP Voucher.

End of Procedure.
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ST 4.1.6 - Submitting Voucher for Initial Approval
Submitting Voucher for Initial Approval

Navigation: Accounts Payable > Vouchers > Approve > Approve Voucher

After vouchers are created, they must be initially approved and submitted for final approval.

Procedure

This topic shows how to Submit a Voucher for Initial Approval.

ﬁEmplnyee-[ating registry content - Windows Internet Explorer

@ - |.e_, hittps: [ fumvae, connectnd . usjpsp ndfo EMPLOYEE(ER PR Phab=DEFALILT j EREEIETES |.’ ¥ Live Search 2=
i Favorites | 35 @] Suggested Sites ~ @] Weh Slice Galery -

#} Connecting. .. | | ]’-ﬁﬂ - [ - [ o= - Page - Safety - Tools - I@Iv >

[ tems :I

[» CostAccounting

[ Wendors

I» Purchasing

[ Inventary

[> eProcurement

[> Services Procurement

[> Sourcing

[> Engineering

[» Manufacturing Definiions
I» Production Contral

[» Configuration Modeler

[> Product Configurations

[ Cuality

[> Dernand Planning

[= Inventory Palicy Planning
[ Supply Planning

[» Grants

I» Program Managerment

[» Project Costing

[> Proposal Management

[> Maintenance Management
[ Resource Management

[» Lease Administration

[+ Staffing

[ Travel and Expenses

[> Travel Administration b
[= Billing

[> Accounts Receivahle
> Accounts Payable

[> eSetlements

[» Azset Managerment

[+ IT Asset Managerment
I Banking

[» Gash Management

[> Deal Management

[> Rigk Management

[> Financial Gateway

[ AT and Intrastat

[ Excise and Sales TaxWAT IND LI

https:{ fvaww . connectnd . usfpspindfg/EMPLOYEE JERP /s!WEBLIE_PTPP_SC.HOMEPAGE. FieldFormula. 15c |g Internet | Protected Mode: OFF ¥q = | o100 - A

(‘Startl J i‘—a 4] Ql @ JI @Empluyeeffacing regi. @ G @'ﬂ’))

Step Action

1. Click the Accounts Payable link.
[l Accounts Payahlel

Page 36



Training Guide

Module 4 — Accounts Payable

S Favortes | 35, @] Suggested Sites ~ @] Weh Slice Galery -

(& Base Mavigation Page

ORACLE" Youare on Database: NDFQ)

Haome

Favorites | Main Menu > Accauntgpayable

Itain Menu =

Accounts Payable

Access PeopleSoft Payables.

ﬁ Vouchers ﬁ Control Grouns
Add, maintain, and approve vouchers.

Add, maintain, and revieyy control groups.

[ AddiUipdsate =] Group Informstion
[ Mairtzin =] Update Status
[ spprove =] Delete Corttrol Group

= Post Contral Groun

Review Accounts Pavable Info
Fun inguiries on wouchers, vendors, payments, and
integration with systems.

ﬁ Batch Processes
Process vouchers, payments, sccounting entries, clearing,

and revaluation

[ Youchers 1 pavables Search Critetia
[ Payment [ *ouchers
[ Extracts and Loads [ Interfaces

3 More... 2 More...

nccnums Payable Center

Access the Accounts Payable center.

https:{ fvawn .connectnd usfpsc/ndfg/EMPLOYEEJERP /< '"WEELIE_PTRP_SC.HOMER:

:"Startl J i. 4] ﬁ @ JI @Base Mavigation Page...

a
(2]
4
\EI
4
o
&
2
5
<
n
I
@
-
<
o
B
=3
&
<
4
3

)

&

| MutiChanne

Edit "Accounts Payable" Folder

Paviments
Creste and manage payments.
[ Pay Cycle Processing
[ Pay Cycle Approvals
[ Pay Cyele Excegtions
S More...

Reporis
Create accounts payable reports.
1 Wauchers
[ ¥oucher Reconcilistion
[ Payments
5 More

'_ '_ '_ ’_ ’_ ’_ |§ Internet | Protected Mode: OFF

a v | miore -
e g

Action

2. Click the Vouchers link.

3. Click the Approve link.

4, Click the Approve Voucher link.
Eggrwe Youcher
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% = [&] https: {fuw. connectnd. us{pspindft/EMPLOYEE JERP/c/ENTER_YOUCHER_INFORMATION vcHR_apPROVE ]| G || €2 || X | [& Live Search |2 |-

File Edit ‘“iew Favorites Tools  Help

5‘} Favorites ‘ {5 9 Suggested Sites + @ | Web Slice Gallery ~

g Approve Voucher

ﬁ - - [ @ ~ Page = Safety = Tools - @- »

ORACLE" You are on Database: NDFT

Home izt | MuttiChannel Console |
Favovrites MainvMenu > Accounts Payable > Wouchers > Approve > Approve Youcher
H = - -

E Mew window 7 Help B hitip

VYoucher Approval

Enter any information you have and click Search. Leave fields blank for a list of all values

Maximurm number of rows to return ¢up to 300y 200

Business Unit: IE oo &
foucher ID: | hegins with j |
Invoice Number: |begms with j|
Short Vendor Name: | begins with = ||
Vendor ID: |begins with = || Q
Name 1: |begins with = ||

I~ Case Sensitive

Search Clear  |Basic Search [§] Save Search Criteria

a

|
Done T [ i & meemet V3t | ®mi0% -
) start j > [ approve voucher - wi.. j J @[ @ ’:

Step Action
5. Click the Search button.

6. Click the 00008156 link.
000031456
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f_ Approve Youcher - Windows Internet Explorer

[ [=]x]
@é} w [l hteps.jjwmm.connectnd.us/pspindFt/EMPLONEE ERFcENTER_vOUCHER_INFORMATION. voHR_aprrove 7| &b | |2 |[ x| [£2 Live search [2]-]
File Edit ¥iew Favorites Tools  Help
3 Favorites | 35, @ Suggested Sites ~ @] Weh Slice Galery -
& Apprave Youcher M- ~ | peh v Page v Safety ~ Tools + (@~ ”

ORACLE" You are on Database: NDFT

Home st | mutiChannel
Favorites  Main Menu > Accounts Payable > Wouchers > Approve > Approve Voucher
E £ - ~

B rewindow P Help B customize Page B hitp

htEn

Line Information || Charge Information

Unit: 11000 Invoice:  17G56TS Wendor:  DAKOTAALARM
Woucher: 00008156 Date: 10M4a/2010 1D: 0000112766
& Pending Total: 160,00  UsD Due Upon Receipt
€ approved Sales Tax: 0.00
£ Denied Freight: 0.00
Appr Inst: Use Tax: 0.00
Entered VAT: 0.00

Main Content

# First 74 0f1 L7 Last

Remit SetiD Remit Yendor Hame 1 Hame 2
SHARE 0000112766 DAKOTA ALARM L QLSOMN, BEMIAMIM C

|B) save | [&& ReturntoSearch | [+E Previousinlist| +E] NextinList| [ Motity- |

Approval | Line Information | Charge Information

4

| i
bone T T T e meme U5 v [Hooe +
wstart j o I g Approve Youcher - Wi... j J @ ! I:l @ ’:

Step Action
7. Click the Approved option.

8. Click the Save button.

9. Once the Initial Approver has clicked Save, an Approval Instance number is
assigned to the voucher.
10. This topic showed how to Submit a VVoucher for Initial Approval.

End of Procedure.
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ST 4.1.7 - Final Approval of Voucher

Final Approval of Voucher

Navigation: Accounts Payable > Vouchers > Approve > Approve Voucher

Vouchers must be final approved and budget checked before they post to PeopleSoft.

Procedure

This topic shows how to Final Approve a VVoucher.

ﬁ:En1p|Dyee-facing registry content - Windows Internet Explorer

5«1__:-.: = [[2] hietps: v connectnd. uspspjc o/ EMPLOYEE/ER P/l 7Lab=DEFALLT 2| | x| [&F Live Search

5 Favorites ‘ 9l @ Suggested Sites ~ @ | Web Slice Gallery ~

@ Employee-Facing registry content

&"JQ&;' Page +
ORACLE" You are on Database: NDFQ

Hame

| MuttiChannel

Favorites = Main Menu
- : -

Personalize Content | Layout

|Menu

= (=]

Search:

®

[= Wty Favorites

[> Data Expansion Tools
> Employee SelfService
[» Manager SelF-Service
[» Supplier Gontracts

[» Customers

[> Partners

[> Products

[» Catalog Management
[» Promotions

[» Customer Contracts

[» Order Managerent

[» Pricing Configuration
[» Customer Returns

[ lterns

[> Cost Accounting

[ Yendors

I Purchasing

I Inventary

[» eProcUrerment

[» Services Procurerment
[> Sourcing

[> Engineering

[= Manufacturing Definitions
[» Production Control

[» Configuration Modeler
I» Product Configurations
[> Guality

[> Demand Flanning

[ Inventory Palicy Planning

| Addto Faw

Safety +  Tools » @v

| Sign out

@He\p

[~

https:f fww connectnd usfpspindfo/EMPLOYEEJERP v M ORKLIST?IC Action=ICWiewworklistaMenu=y |§ Internet | Pratected Mode: OFF

:"’Startl J ig el = JI {& Employee-facing regi...

-
A mire -

DG s

Step Action

Click the Worklist link.
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f_ Worklist - Windows Internet Explorer

) 1Y i = = & || [27 =
6(;_9 - |g, https.J‘,l’www.connectnd.us;’psp,l’nquJ‘EMPLOYEE,I’ERP;’W,I’WORKLIST?IC.C\ctmn—lcVlewWDrkIlst&Menu—WorklJ & |i}| |£| Il__r Live Search |}J |
{;‘ Favorites ‘ {3 €| Suggested Sites + @ | Web Slice Gallery +
& Worklist & - - [ g=h + Page - Safety > Tools- (@@=
ORACLE" You are on Database: NDFQ
Home
Favarites - Main Menu > Worklist > Waorklist
L_E| Mew Window @Help E{'Custurmze Page E http
Woarklist for LOSHANNON@MND.GOV: Shannon-Gall,Lynn D
Detail View Work List Filters: | = [ Feed
From Date From Work ltem Worked By Activity Priority Link
Renae R Heller 09/08/2011 a’;‘;ﬁl‘szmer NDS_VOUCHER_APPROVAL | =] 11000, 00008705, 12345, 1189581 || MarkiWorked. | [ Reassin
Refresh |
4 | |
javascript: submitAction_win0{document. wind, "WORKLISTO_WRE _ITEMMAME"); ’_’_’_’_’_’_ﬁ Internet | Pratected Mode: OFF G"ﬂ - | 0% - A
f?’Startl J i - ﬁ e JI & Worklist - Windows In... @ UB @[(}))

Step Action

2. Click the Detail View link.

3. Click the Summary View link to access/review the voucher distribution lines.
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5 worklist - Windows Internet Explorer | _[=] x|
% = [ hetps: v connectnd. usipspjndFa/EMPLOYEEER PYu W ORKLISTICAction=1Ciewtwrorklstateru=vicrkl || £ |5| |Z| J&¥ Live Search |2 |-
3 Favorites | 35, @] Suggested Sites ~ @] Weh Slice Galery -
8 waarklist - © [ d= v Page v Safety  Tools + (@
ORACLE" You are on Database: NDFQ
Home 5t | MutiChanne! C
Favarites Main Menu > Worvkhst > worklist
B rewrindow  (ZiHelp B customize Page B hitp
Wyarklist for LOSHARNNONGMND GOV Shannan-Gall,Lynn D
Surmmary View Work List Filters: | = [ Feed
From Date From Work tem Priority Worked By Activity Business Process Hame Link
0810852011 Apprave Youcher I—LI 11000, 00008705, 12345, | oo
Renae R Heller 34155 M \wiorklist MDS_WOUCHER_APPROVAL  MDS_FROCESE_WOUCHERS 175058 | farkii
| Refresh |
4 J |
Done [ [ [ [&meemet | Protected Mode: Off oo v [ -
f}'startl J i = ?_ll g JI@Worinsthindnws In... @ UB @'ﬂ”

Step Action

4, Click the Voucher Approval link.

11000, 00008705, 123445,
1189581
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ﬂTWOrklist - Windows Internet Explorer

N . N — e |5 | [Ew -
G(L} b |g, https.J‘,l’www.connectnd.us;’psp,l’nquJ‘EMPLOYEE,I’ERP;’W,I’WORKLIST?IC.C\ctmn—lcVlewWDrkIlst&Menu—Worklj & |i}| |i| Il_‘ Live Search |}J |
{3‘ Favorites ‘ i}:‘& €| Suggested Sites + @ | Web Slice Gallery +

& Worklist & - - [ g=h - Page- Safety > Tools- (@@=

ORACLE" You are on Database: NDFQ

Home | Worklist | MuttiChannel Console | Add to Favortes | Sign out
Favorites - Main Menu > Workist > Worklist
H -

E Related Information L.E| e Wind o @ Help E{' Customize Page E http
Line Inforrmation Charge Inforrmation

Unit: 11000 Invoice: 12345 Wenhdor: INTERIORS BY FRANCE
Voucher: 00008705 Date: aFiaszo 1D: ooooon0zs7
& pending Total: 500.00 UsD Due Upon Receipt
© approved Sales Tax: 0.00
¢ Denied Freight: 0.00
Appr Inst: Use Tax: 0.00
1189581 Entered VAT: 0.00

= Frat Kl 4 or1 O (aet

Remit SetiD Remit Wendor Hame 1
SHARE 0000000257 INTERIORS BY FRANCE

Save | | [} Viewwiorklist | | notify

Approval | Line Information | Charge Information

4| | i3
Done ’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF #g - | FI00% -
f_?'startl J BT e JI & Worklist - Windows In... 2% s

Step Action
5. Click the Approved option.
6. Click the Save button.

7. The voucher will only show up one time on the final approver's worklist. If any
changes were made on the voucher after it was final approved, the voucher will need
to be re-final approved again through the main menu (Accounts Payable > VVouchers
> Approve).

8. This topic showed how to Final Approve a Voucher.
End of Procedure.
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ST 4.1.8 - PO Vouchers
4.1.8 Entering PO Vouchers

Accounts Payable > VVouchers > Journal Entry > Add/Update > Reqular Entry

PO vouchers are entered by accounts payable users, but they require communication between the
Purchasing and Finance departments of an agency. If an agency has good interaction between
these two offices, the use of PO vouchers will help the Purchasing staff in POs correctly,
releasing encumbrances, and tracking throughout the procure-to-pay cycle.

The following exercise will walk you through the various options available for entering and
modifying PO vouchers.

A checkilist is also available on this topic at: (http://www.nd.gov/vr/purchmod/docs/po-
vouchers.pdf).

Created: 10/15/2010
Revised:

Procedure

PO vouchers work by pulling in a purchase order or receipt into a voucher. This cuts down on the
entry time for the voucher preparer and ensures that all the information from the purchase order
transfers correctly.

Using a PO voucher rather than a regular voucher releases the encumbrances created by the
purchase order. By following these steps in creating a PO voucher, agencies will decrease the
likelihood that a PO line item or entire purchase order will be paid more than once.
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(_f: Regular Entry - Windows Internet Explorer [_ =]
¢ . A r .z . -
5:_; = |&] https:reww. connectnd, usipspindfiEMPLOYEE JERPIC/ENTER_vOUCHER_INFORMATION. voHR_ExpRess, ]| S |[#2 /|2 | [£% uve search | 2|~

J File Edit Wiew Favorites Tools  Help

J <7 Favarites J 9% @ ConnectMD Opsrational Env... @5 Suggested Sikss = & | Web Slice Gallsry =

(& Reqular Entry

ORACLE" You are on Database: NDFT

Favarites gMain_Menu ¥ Accauntgpayable > Voughers > Add,fLipdate »  Regular Entry

B Mew Window 2 Help B nttp )

=)

Voucher

Find an Existing Walue

Business Unit: W a,

foucher ID: ’W

Voucher Style: |Regu\ar\f’oucher j
Short Vendor Name: e

Vendor ID: =Y

Vendor Location: =Y

Address Sequence Number: 03

Invoice Number: I

Irvoice Date: ]
Gross Invoice Amount: I 0.00
Lines Entered: 1

Add

Find an Existing value | Add & Mew value

-
4] | »

#istart| | @& Jlm | @2
Step Action
1. Usually OMB encourages users to enter as much information as possible on this
screen before clicking 'Add," but PO vouchers are the exception.
Click the Add button to begin.
Add
2. OMB's Vendor Registry office recommends that agencies do not use the Copy from
a Source Document field to pull in purchase orders, although that process will work
if you are paying off the entire PO. The following screens will show you a better
way to bring in the PO.
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f_._ Regular Entry - Windows Internet Explorer | _[=] x|

%v J&] https:jjwun. connectnd. usjpspindft/EMPLOYEE JERP/cfENTER,_YOUICHER_INFORMATION wcHR_ExPRESS [ || & || %4 || > | |&¥ Live Search =28
| Fle Edit Wiew Favorites Took Help

" Favorites A onnec perational Enw. .. uggested Sikes - 'eb Slice Gallery -
F it = C END O it | E és ted Sits web Slice Gall

E Reqgular Entry

ORACLE" You are on Database: NDFT

Home

Favovrites §MainvMenu > Accauntspayable > \f'oushers > Adde'pdate > Regular Entry

B Mew Window 7 Help E{'Custum\zepage htlp =

) o ) hiEn
Fayments “oucher Attributes

Business Unit: 11000 Imsoice Number: " Budyet Status:
Voucher ID: MEXT Invoice Date: El .
Voucher Style:  Regular Action: I =l Run |M.|
Copy from a Source Document
PO Unit: <, Purchase Order: O Copy PO | Worksheet Copy Option: I Mone -
Vendor: a, *Pay Terms: oo L Mow = Basis Dt Type Inv Date
Name: Q Control Group: Q Cornrnentsio)
Location: | Accounting Date; 10122010
*Address: I Advanced Yendor Search  “Currency usD |(Q  Mon Merchandise Surmmary
Total: 0.00  Calculate |
Session Defaults
Packing Slip: |

Invoice Lines

][=] Line ‘Distribute by Item Description Quantity UOM  Unit Price E
1 [amount =] | a | [ Q| I 0.00
Ship To SpeedChart -
4| | »

i start J & “ /& Regular Entry - Windo... J A 13

Step Action

3. Using the Worksheet Copy Option list provides more options for picking and
choosing only the lines to be paid in this voucher. Click the red box to advance.

INDne jl
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ﬂ_ Regular Entry - Windows Internet Explorer

[ [=]x]
T' J&] hetps: v, connectnd. us pspindf{EMPLOYEE /ERP/CENTER,_vOUCHER_INFORMATION.vCHR_ExPress. | S || ##)| X | [£2 uve search =B
J File Edit Wiew Favorites Tools  Help

J 7 Favarites J 9% @ ConnectMD Opsrational Env... €5 Suggested Sikss = @& | Web Slice Gallsry =

(& Reqular Entry

ORACLE" You are on Database: NDFT

Home t | MuttiChannel Console | Addto F:
ain Menu > Accauntgpayable > Voughers > Add,fLipdate »  Regular Entry

E Mewwindow 2 Help  [# customize Page B ntp &

htEn

| Bayments || Woucher Atributes

Business Unit: 11000 Invoice Number:

| Budget Status:
Voucher ID: MEXT Invoice Date: i §
Voucher Style:  Regular Action: I Bl (mRunm |Rrintinynios|
Copy from a Source Document
PO Unit: C,  Purchase Order: | Q| CopyPO | worksheet Copy Option: [None -
Mon PO Receipt
vendor: Q Pay Terms: oo (SR /= Bas
Name: aQ Control Group: Q EO Rhecemé dor Ol _
- urchase Ordar Only
Location: | Accounting Date: 10122010 Templots
“Address: | fAevanced Yendor Search  *Currency: uso . Lvoucher
Totat: 000 | Caloulate |
Session Defaults
Packing Slip: |
= Line ‘Distribute by Hem Description Quantity UOM Unit Price Extended A it
1 [Amount =] | Q | [ Q | I 000

Ship To SpeedChart

4 | _’lll
i start J a JI /€ Regular Entry - Windo... J (/] z g

Step Action

4. You will need to select one of the dropdown items here. We will first show how to
use the Purchase Order Only list item.

[Purchase Qrder Only |
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m = [ hetps: fumn.connectnd. usipspindft/EMPLOYEE [ERP/c/ENTER_VOLCHER_INFORMATION. vCHR_EXPRESS. = || £h |§| |Z| |8 Live Search |2 |-
| Fle Edit Wiew Favorites Took Help
J <7 Favorites J 95 @ ConnecthD Operational Env... €8 Suggested Sites = & | Web Slice Gallary ~
E Reqgular Entry
ORACLE" You are on Database: NDFT
Home | Worklist | MuttiChannel Console | Add to Favortes | Sign out
Favovrites MainvMenu > Accaunts Payable = \f'oushers > Adde'pdate > Regular Entry
@New\l\finduw ? Help D/Custurmze Page , http
Copy Worksheet
Unit: 11000 Voucher:  NEXT Backta Imvoice
PO Business Unit: I Q ™ View Matched /Cancelled Only
PO Number From: Q PO Number To:
PO Line Number From: PO Line Humber To:
*P0 Date Option: Mo Date - PO Date: 5
Max Rows to l— [ Eearch| | Gopy.Selected Lines | Reset Select Al [0 clear A
Return
i start J & “ /& Regular Entry - Windo... J N 13
Step Action
5. A new screen will appear. Enter your business unit in the PO Business Unit field.
Enter "11000" here.
6. If you know the PO number, you can enter it directly into this field with the leading

zeroes. Otherwise click the Look up PO Number From (Alt+5) button to find the
PO you are to pay.

7. Click the 0000000135 link for this exercise.
0000000135
8. Click the Se_arch button to pull up the PO information below.
9. See that the header says "1 of 12"*? Click the View All link to see all 12 lines of this

PO.

10. Voucher users have the ability to select only the lines that match the invoice(s) they
are paying. Click the Select option for this particular line.
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Step Action

11. Click the Copy Selected Lines button to bring it into the voucher screen.
| Copy Selected Lines

ﬂ: Regular Entry - Windows Internet Explorer [_[=]x]
g—\—:: - |g, hitps: v, connectnd. usjpspindft/EMPLOYEE /ERF,/</ENTER._WOUCHER_INFORMATION.vCHR_ExPREsS || S |[#2[| x| |E;' Live Search | 2=

J File Edit ‘“iew Favorites Tools Help

J {; Favorites J {;‘5 & | ConnecthD Operational Env. .. @ Suggested Sites * £ | Web Slice Gallery =

E Reqgular Entry

ORACLE" You are on Database: NDFT

Home | Worklist | MuttiChannel Console | Add to Favortes | Sign out
Favarites §MainvMenu > Accauntipayable > \f'oushers > Addevpdate > Regular Entry

B Mew Window 7 Help D/Custumwzepage htlp =

hEEn

Invoice Information Fayments “Woucher Attributes
Business Unit: 11000 Invoice Number: " Budget Status:
Woucher ID: MEXT Invoice Date: £

Youcher Style:  Regular Action: I j‘ | Run_ | | Printlnvoice|

Copy from a Source Document

PO Unit: Purchase Order: I CopyR0, Worksheet Copy Option: INDne -

Wendor: 0000006143 e} *Pay Terms: 00O Now =  BasisDtType InvDate

Name: [krocERA MDD |G Control Group: [ A i m Comments(0) o
Location: a1 Accounting Date: |1 011272010 [[5

*Address: I—ZQ Advanced Yendar Search *Currency: uso Gy Maon Merchandise Surmrmary

WYOCERA MITA AMERICA INC Total: | 700.00 | Calculate

CHOOSE LOCATION Session Defaults

A, MDD 00000

Packing Slip: |

Invoice Lines

E| Line ‘Distribute by em Description Quantity UOM Unit Price E
1 |auantty x| | @, Encumber ane year [tovon Tea @ [ 7ooooooo | 700.00
Ship To SpeedChart '—§ k)
H . .
110522 | Q I [~ Use One AssetID I Force Price|  Calculate

Override PO Pet.|

-
4| | »

i#start| | & Jm | @3

Step Action

12. Enter the Invoice Number as usual. Enter "copy PO line".

13. Enter the Invoice Date of "09202010".

14. Notice the address that appears for this vendor. You will need to change the address
by changing the location. Click the Look up Location (Alt+5) button.

15. Select the Location Description that fits the remittance address on your invoice.
Click the CAROL STREAM link.
CARCOL STREAM

16. Purchase Orders must have distribution information entered, and these same fields
will be brought into the voucher for you. Click in the Account field to continue.
[581065 |
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Step Action

17. Just because distribution data filled in from the PO, you can still change the
accounting information as needed. Click the Add multiple new rows at row 1
(Alt+7) button.

,{f'_ Regular Entry - Windows Internet Explorer == ]
ploteriUserBroms Zhk matrons. vorr_exeress, 2| G || ][ | [£2 Lo searen (2=
Script Prompt: | ok I

Enter number of rows to add:
Cancel Gallery

ORACLE" You are on Database: NDFT

Home =) Al Sign out

Favarites gMainvMenu ¥ Accauntgpayable > Voughers > Add,fLipdate »  Regular Entry

CARDL STREAM, IL G0197-6434 ;I
Packing Slip: [
E| Line ‘Distribute by em Description Quantity UOM Unit Price E
1 |auantty x| | Q. [Encumber one year [tooon e @ [ 7oooooon | 700.00
Ship To SpeedChart '—‘é )
H R
110522 | Q) I I Use One Asset ID [~ Force Price| Galculate |

| Override PO Pet |
Furchase Order & Receiver Info  Associate Receiver(s )
~ Distribution Lines Customize | Find | “iew & 2 First " 10f1 " Las
el N | Exchange Rate | Statistics | Assets |

%:Ef_l PO Percent Percent Quantity *GL Unit Account Oper Unit Fund Dept Class lpl::li'(ﬁ Pro
= 1 100.0000 100.0000 70000 [1.0000 [11000 | (581085 Qo Q@ om @ 1000 Q 11030 Q| al ]

Business Unit: 11000

—
Invoice Lines 700.00
Misc Charge Amount ] =
Freight Amount =

Youcher ID: 0000145
| Print Invoice

| frinnet  Total | 7annn | calculate | _ILI
[ 3

i/ start J = J I /€ Regular Entry - Windo... J (7]

Step Action

18. Since we only want to add one more row, click the OK button.
1] 4
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,C'_ Regular Entry - Windows Internet Explorer M=
% = [ & hutps: ffraw.connectnd, usjpspindft{EMPLOYEE /ERP/C/ENTER,_yOUCHER_INFORMATICN.vCHR_ExPress. | Eh || ##)| > | [£2 uve search |2

J File Edit Wiew Favorites Tools  Help

' Favorites onnecl perational Enw. .. uggested Sikes ~ 'eh Slice Gallery
F. t = Lol HND O i | E és ted Sike Web Slice Gall

(& Reqular Entry

ORACLE" You are on Database: NDFT

Home t | MutiChannel G
Favarites Main Menu > Accauntg Payable Voughers > Add,fLipdate »  Regular Entry
CARDL STREAM, IL G0197-6434 ;I
Packing Slip: [
Invoice Lines
E| Line ‘Distribute by HRem Description Quantity UOM Unit Price Extended A it
1 |auantty x| | Q. [Encumber one year [tooon e @ [ 7oooooon | 700.00
Ship To SpeedChart '—‘é B
H —
[EFERNEY I [ Use One Asset ID [ Force Price| Calculate |

| override PO Pot.|
Furchase Order & Receiver Info  Associate Receiver(s

~ Distribution Lines
Gl 30 Exchange Rate | Statistice | Assets |

Customize | Find | i First | 120f2 | Last

ET‘:E:‘ PO Percent Percent Amount Quantity *GL Unit Account Oper Unit Fund Dept Class EﬁnBus Pro
= 1 100.0000 100.0000 700,00 [1.0000 [11000 2, (581065 Q110 Qoo @ 1000 Q [11030 @ | al ]
1= 0 2 000 [11000 Q| aQ, all a a| a | al
Business Unit: 11000
Voucher ID: 00008148 o
[ Print Invaice Invoice Lines 700.00

Misc Charge Amount =
Freight Amount ,7 =

-
4| »

i start J -] JI /€ Regular Entry - Windo... J (/] z (1}

Step Action

19. When we added a new row, it wants to split the distribution by Quantity, but we can
change that. Click the Distribute by list.
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r‘/.-_ Regular Entry - Windows Internet Explorer !E m
T = |g, hittps: v, connectnd. isjpspindft{EMPLOYEE /ERF,/c/ENTER_WOLICHER_TNFORMATTON.vCHR_ExPress, || S |[+2 || x| |fJ Live Search (2=

| Fle Edit Wiew Favorites Took Help

J sﬁ- Favorites J {5‘3 & | ConnecthD Operational Env. .. Q Suggested Sites * £ | Web Slice Gallery

g Reqgular Entry

ORACLE" You are on Database: NDFT

Home
Favovrites MainvMenu > Accauntspayable > \f'oushers > Adde'pdate > Regular Entry

CAROL STREAM, IL G0197-6434 ;I
Packing Slip: |

[5] Line ‘Distributeby Item Description Quantity UOM  Unit Price E
1 [ouantty =] | Q) Encumber one year [tooon [[ea @ [ 7o0o0000 | 700.00

[" Use One AssetID [ Force Price| Calculate |

Furchase Order & ReceiverInfo Associate Receiver(s

'Exchangeﬁ'ata "gtatistics g Assets N

PC Bus

PO Percent Percent Amount Quantity *GL Unit Account Oper Unit Fund Dept Class Unit Pro
1 100.0000 100.0000 70000 [1.0000 11000 | (581065 Q1o @ ot Q1000 Q [[11030 |a | al
2 .00 [11000 (@ | Q Q| Q| a Q| all

Business Unit: 11000
Invoice Lines 700.00
Misc Charge Amount =)

Freight Amount

4 o

i start J s J|Q Regular Entry - Wind J G 13

Youcher ID: 0000145
| Print Invoice

Step Action

20. Click the Amount list item.
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ﬂ_ Regular Entry - Windows Internet Explorer M=
@é} = |&] https:reww. connectnd, usipspindfiEMPLOYEE JERPIC/ENTER_vOUCHER_INFORMATION. voHR_ExpRess, ]| &b |42 || | [£% uve search (2]

J File Edit Wiew Favorites Tools  Help

J 7 Favarites J 9% @ ConnectMD Opsrational Env... @5 Suggested Sikss = & | Web Slice Gallsry =

& Reqular Entry

ORACLE" You are on Database: NDFT

Favarites gMain_Menu ¥ Accauntgpayable > Voughers > Add,fLipdate »  Regular Entry

CAROL STREAM, IL B0197-6434 |
Packing Slip: |
E| Line ‘Distribute by HRem Description Quantity UOM Unit Price Extended A it
1 [T = | @, [Encurnber one year [toooo [[Ea @ | 700.00000) | 700.00
Ship To SpeedChart '—‘é B
i ; )
10522 |Q | [ Use One Asset ID [ Force Price| Calculate

Ovetride PO Pet. |
Furchase Order & Receiver Info  Associate Receiver(s

~ Distribution Lines Customize | Find | iz 4 T OFirst © 420f2 " Last
GL Chart Exchange Rate Statistics Aszets

ET‘:E:‘ PO Percent Percent Amount Quantity *GL Unit Account Oper Unit Fund Dept Class EﬁnBus Pro
= 1 100.0000 100.0000 [ 700.00 [1.0000 [11000 [ (581065 Q110 Qoo @ 1000 Q [11030 @ | al ]
El|E 2 [ 0.00] | [11000 Q| Q Q| Q| a Q| af

Business Unit: 11000

Balancing

Voucher ID: 00008149 o
Print Involce Invoice Lines 700.00

Misc Charge Amount =
Freight Amount ﬁ

-
4| »

#istart| | @& || regular Entry - windo... e |2 @6
Step Action

21. If you knew that $650 needed to be applied to 581065 and the remainder to a
different account, you can change the fields yourself. Enter "650" into
the Amount field.

22. Enter "50" into the Amount field.

23. Enter the other account number into the second Account field. Enter "534100".

24. Continue entering the correct accounting information on this line. Enter "11030"
into the Class field.

25. Scroll down to click the Save button.

26. Budget check the voucher as you would for any other voucher. Click
the Action list.
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f_._ Regular Entry - Windows Internet Explorer | _[=] x|
% = [&] https: {fuws. connectnd. us{pspindft/EMPLOYEE JERP/c/ENTER_YOUCHER_INFORMATION vcHR_ExPRESS. ]| G || €9 || X | [B Live Search (2=

| Fle Edit Wiew Favorites Took Help

" Favorites onnec perational Enw. .. uggested Sikes - 'eb Slice Gallery -
F it 5 C END O it | E éEs ted Sits web Slice Gall

E Reqgular Entry

ORACLE" You are on Database: NDFT

Home
Favovrites §MainvMenu > Accauntspayable > \f'oushers > Adde'pdate > Regular Entry

Business Unit: 11000 Invoice Number:  |50RY PO line Budget Status: Mot Chi'd |
Voucher ID: 0000%1 49 Invoice Date: 082012010 )

Voucher Style:  Regular Action: || Run | |Printimoice|

Copy from a Source Document

Eludgetchecking

PO Unit: Purchase Order: I |- Gopy RO | Worksheet Copy Option: INDne -

vendor:  [D00000E143 a “Pay Terms: 00O Mow 75  BasisDtType InvDate
Name: KA OCERA hI-001 |G Control Group: a i@ B commentsm
Location:  [CAROL STRE @, Accounting Date: 10122010 |

*Address: 5Q Advanced Yendor Search  “Currency usD |Gy Baon Merchandise Summary
KYOCERA MITA AMERICA INC Total: | 700.00 | Calculate |
FOBOX B434 Difference 0.oo Session Defaults

CAROL STREAM, IL 60197-6434

Packing Slip: |

][] Line -Distribute by fem Description Quantity UOM  Unit Price E
1 [rmount =] | @, [Encumber one year [tooon Es @ [ 70000000 | 700.00

Ship To SpeedChart "R

fios2z @ l— o I™ Use One Asset ID 7 Force Price| Calculate |
| Override PO Pet. |

. Furchase Order & Recelver Infn Associate Receivers)

~ Distribution Lines

. Exchange Rate T Statistics g Azzets N ,I
4| | 2l
i start| | & | | /& Regular Entry - Windo... | @

Step Action

217. That concludes this first exercise in entering a PO voucher using the Purchase
Order Only option.

Click the Budget Checking list item to continue.
[Budget Checking |
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,_rf Regular Entry - Windows Internet Explorer M=
% = |&] https:reww. connectnd, usipspindfiEMPLOYEE JERPIC/ENTER_vOUCHER_INFORMATION. voHR_ExpRess, ]| S |[#2 /|2 | [£% uve search (2]

J File Edit Wiew Favorites Tools  Help

J <7 Favarites J 9% @ ConnectMD Opsrational Env... @5 Suggested Sikss = & | Web Slice Gallsry =

(& Reqular Entry

ORACLE" You are on Database: NDFT

wiotklist | MutiChannel Console | AddtoFsvortes | Signout
Favarites gMain_Menu ¥ Accauntgpayable > Voughers > Add,fLipdate »  Regular Entry

B Mew Window 2 Help B nttp )

=)

Voucher

Find an Existing Walue

Business Unit: hiooo |G
foucher ID: NEXT
Voucher Style: |Regu\ar\f’oucher j

Short Yendor Name: Q,
endor ID: Q
Yendor Location: Q

Address Sequence Number: 03

Invoice Number: I

Irvoice Date: ]

Gross Invoice Amount: I 0.00

Lines Entered: 1

Add

Find an Existing value | Add & Mew value

4] |
i/ start J a J I /€ Regular Entry - Windo... J (7]

oif]
:

Step Action

28. We will now walk through a second method of entering PO vouchers. This method
should be used by agencies that use Receiving. It is also the method Vendor
Registry prefers agencies to use.

Click the Add button.

Page 55



f_._ Regular Entry - Windows Internet Explorer | _[=] x|

%v J&] https:jjwun. connectnd. usjpspindft/EMPLOYEE JERP/cfENTER,_YOUICHER_INFORMATION wcHR_ExPRESS [ || & || %4 || > | |&¥ Live Search =28
| Fle Edit Wiew Favorites Took Help

" Favorites onnec perational Enw. .. uggested Sikes - 'eb Slice Gallery -
F it = C END O it | E és ted Sits web Slice Gall

E Reqgular Entry

ORACLE" You are on Database: NDFT

Home

Favovrites §MainvMenu > Accauntspayable > \f'oushers > Adde'pdate > Regular Entry

B Mew Window 7 Help E{'Custum\zepage htlp =

) o ) hiEn
Fayments “oucher Attributes

Business Unit: 11000 Imsoice Number: " Budyet Status:
Voucher ID: MEXT Invoice Date: El .
Voucher Style:  Regular Action: I =l Run |M.|

Copy from a Source Document
PO Unit: <, Purchase Order: O Copy PO | Worksheet Copy Option; I Mone A

Vendor: a, *Pay Terms: oo L Mow = Basis Dt Type Inv Date
Name: =Y Control Group: =t Camments () ||
Location: I— Accounting Date: ’m e
*Address: I— Advanced Yendor Search  “Currency MQ  Mon Merchandise Surmmary
Total: 0.00  Calculate |
Session Defaults

Packing Slip: |

Invoice Lines

_Maln Content
=] ine ‘Distribute by ttem Description Quantity UOM Unit Price E:
1 [amount =] | a | [ Q| I 0.00
Ship To SpeedChart

-
4| | »

fistart| | @& | | /& Regular Entry - Windo... | @

Step Action
29. Once again we will start with the Worksheet Copy Option list.

|N|:|ne j|
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,C'_ Regular Entry - Windows Internet Explorer

(=]
T w [ hteps.jjwmm.connectnd.us/pspindrt/EMPLONEE JERFc/ENTER_VOUCHER_INFORMATION. voHR_ExPRESS, 7)| &b | |4 |[ x| [ Live search |2
J File Edit Wiew Favorites Tools  Help
J <7 Favorites J 9% | ConnecthD Operational Env... 4 Suggested Sites ~ & | Weh Slice Gallery ~

(& Reqular Entry

ORACLE" You are on Database: NDFT

Home itk | mutichannel G
Favarites gMain_Menu ¥ Accauntgpayable > Voughers > Add,fLipdate »  Regular Entry

E Mewwindow 2 Help  [# customize Page B ntp &

htEn

| Bayments || Woucher Atributes

Business Unit: 11000 Invoice Number: | Budget Status:
Woucher ID: MEXT Invoice Date: i

Voucher Style:  Regular

Action: =l | Run | Print Invaice|
Copy from a Source Document
PO Unit: C,  Purchase Order: | Q| CopyPO | worksheet Copy Option: [None -
Mon PO Receipt
Vendor: Q *Pay Terms: oo @ Mow 5 Bas 0
Name: aQ Control Group: Q PO Receipt
F— Purchase Crder Only e
Location: Accounting Date: |1012/2010 5 Template
*Address: I Advanced Yendor Search  *Currency: Usb - [Youcher
Total: 000 | Caloulate |
Session Defaults
Packing Slip: |

F== Line ‘Distribute by Hem Description Quantity UOM Unit Price Extended A it

1 [amount =] | Q | [ [ e | \ 0nn

Ship To SpeedChart

4]

|
i start J a J I /€ Regular Entry - Windo...

=

Step Action

30. Except this time, click the PO Receipt list item.
[PO Receipt |
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ﬂ: Regular Entry - Windows Internet Explorer [_[=]x]
g—\—:; - |g, hittps: v, connectnd. isjpspindft{EMPLOYEE /ERF,/c/ENTER_WOLICHER_TNFORMATTON.vCHR_ExPress, || S |[#2 || x| |:-,' Live Search | 2=

| Fle Edit Wiew Favorites Took Help

J T.:? Favorites J {.:‘5 & | ConnecthD Operational Env. .. Q Suggested Sites * £ | Web Slice Gallery =

E Reqgular Entry

ORACLE" You are on Database: NDFT

Home | Worklist | MuttiChannel Console | Add to Favortes | Sign out

Favovrites §MainvMenu > Accauntspayable > \f'oushers > Adde'pdate > Regular Entry

@New\l\finduw ?Help D/Custumwzepage htlp

hEEn

Copy Worksheet
Unit: 11000 voucher: NEXT Backto Invaice
POBusinessUnit | @ PONumber: [ G ‘poptopt |[NoDale |¥] Popate: | [
Receipt Unit: [TTTa
Receipt Humber From: liq Receipt Number To: l—
Receiver Line From I— Line: l—
‘Receipt Date Option:  |NoDate =] Receipt Date: L
Ship To: [ & Packing Stip: | Q
Pro Number: (< Bilof Ladingg | @
Carrier ID: ’7 Q

+ Additional Search Criteria

Max Rows to l— | Seach| |- CopySelecied Lines. | Reset SelectAll  [C] Clear Al
Return
i start J@ “m J A
Step Action
31. You can bypass the PO Business Unit field and PO Number. Click in the Receipt
Unit field to continue.
32. Enter your business unit here.
33. Search for the receipt number to pay or enter it directly into the Receipt Number
From field. (Hopefully someone from Purchasing gave you the receipt number.)
Enter "0000000112" here (7 zeroes and 112).
34. Click the Search button to show the receipt information.
35. A note about receipts: The receipt number you just entered shows that one line of
PO #135 was received and is ready for payment. If you remember, this was the
same PO you pulled in on the previous step, and 12 different lines appeared from
which you had to select the proper line to pay.
If your purchasing department used Receiving and Receipts for just the PO lines
that needed to be paid by you, they would be saving you time and making your
voucher entry more accurate.
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Step Action

36. If the receipt information brought into this screen matches the invoice you are
paying, click the Select option.

37. Click the Copy Selected_Lines button.
| Copy Selected Lines

,_C: Regular Entry - Windows Internet Explorer

===
%v J] tios:ffwwens connectnd, sipspindft/EMPLOYEE /ERF/CENTER,_yOUCHER_INFGRMATION, vokR_ExPress, 2| Sh || ]| x| [R¥ Lve search =8
| Fle Edit View Favorites Tooks Help

J < Favorites J 9 | ConnecthD Operational Env... @ Suggested Sikes ~ & | Web Slice Gallery ~

€ Regular Entry

ORACLE" You are on Database: NDFT

Home | Warklist | MuttiChannel Congsale | Adddd to Fawe

Favarites ?MainvMenu s ACccounts Payable > Wouchers > AddfUpdate > Regular Entry
: - - -

E Mewwindow  ? Help B customize Pane B hip 2]
TN | Payrnents || Wnucher Attributes

Business Unit: 11000 Invoice Number: [

Buiget Status:
voucherID:  NEXT Invoice Date: E ) . :
Voucher StyWle:  Regular Action: I ~| | Run | Printinvoice
Copy from a Source Document
PO Unit: Purchase Order: I | Copy PO | worksheet Copy Option: I Mane =
vendor: 0000006143 Q *Pay Terms: 0o G, Mow = Basis Dt Type Inv Date
Name: KYOCERA MIO0T | Q Control Group: Qi B commentsm
Location:  [MAIN Q Accounting Date: 1011212010 5
“Address: 2Q pgvanced Vendor Search  *CUITENCY: usD @ Mon Merchandise Surmmary

KA OCERA MITA AMERICA IMC Total: I 700.00 Calculate
CHOOSE LOCATIORN

Session Defaults
000N, ND 00000

Packing Slip: |
E][=] Une ‘Distributeby IKem Description Quantity UOM  Unit Price E
1 [auantty =] | @, [Encurnber one year [tooon (s @ [ 7oooo000 | 70000
Ship To SpeedChart =R
toszz Q| e o

" Use One AssetID [ Force Price| Calculate |
:Ovemde FO Pcl.:

4 | _'ILI
#istart| | @& || requiar Entey - windo... | o7 @

Step Action

38. Enter "copy receipt #" into the Invoice Number field.
39. Enter "09242010" into the Invoice Date field.
40. As in the previous step, you will want to click the Look up Location (Alt+5) button

to select the right one.

41. We'll select the CAROL STREAM link again.
CAROL STREAM
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%v J&] https:jjwwn. connectnd. usipspindft/EMPLOYEE JERP/c/ENTER,_WOUCHER_INFORMATION wcHR_ExPRESS, [ || & || %2 || > | |&¥ Live Search =8
| Fle Edit Wiew Favorites Took Help

' Favorites onnec perational Enw. .. uggested Sikes - 'eb Slice Gallery -
F it = C END O it | E és ted Sits web Slice Gall

E Reqgular Entry

ORACLE" You are on Database: NDFT

Home | ¥ st | MuliChannel (
Favovrites §MainvMenu > Accauntspayable > \f'oushers > Adde'pdate > Regular Entry

POBOXB434 Session Defaults =]
CAROL STREAM, IL BO197-6B434

Packing Slip: |

Imoice Lines

= Line ‘*Distribute by ltem Description Quantity UOM Unit Price Extended A it
1 |Quantity x| | @, [Encumber one year [tonon [[ea @ [ 7oooooon | 70000
Ship To SpeedChart ;-.é R
I 1 s ——
moszz Q I Use One Asset ID [ Force Price| Calculate |

[ override PO Pot.|

Purchase Order & Receiver Info  Associate Receiver(s

First /4 of 1 |7 Last
[ Exchange Rate || Stetistics || Assets |

o PO Percent Percent Amount Quantity *GL Unit Account Oper Unit Fund Dept Class :ncitﬂ Pro
1 100.0000 100.0000 700,00 [1.0000 [11000 Q) [521065 G 1o @ foo1 @ [1oo0 G [11030 Q| al

Business Unit: 11000 .

Voucher ID: MEXT
| Print Invaice| Invoice Lines 0.000
S Misc Charge Aimount =
Freight Amount =
<
Histart| | & |[7& Reguiar Entry - windo...
Step Action
42, Scroll down to review the accounting information. If everything came in correctly

from the purchase order and the receipt, you do not have to do anything further!

[Click Enter or the red box to continue.]
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(_f: Regular Entry - Windows Internet Explorer [_ =]
5:_; = |&] https:reww. connectnd, usipspindfiEMPLOYEE JERPIC/ENTER_vOUCHER_INFORMATION. voHR_ExpRess, ]| G || #2 /|2 | [£% uve search | 2|~

J File Edit Wiew Favorites Tools  Help

J <7 Favarites J 9% @ ConnectMD Opsrational Env... @5 Suggested Sikss = & | Web Slice Gallsry =

(& Reqular Entry

ORACLE" You are on Database: NDFT

Favarites §Main_Menu ¥ ACCounts Payable @ Wouchers »  AddfUpdate »  Regular Entry
T : LT UGU UG T fu | OB e s ST ST TR ST s L

Business Unit: 11000
‘Woucher ID: MEXT

Invoice Lines 0.000

Misc Charge Amount =)

Freight Amount

Print Invaice

e |

{minus)  Tetal 70000 | Caleulate |

(equals)

Mon Merchandise Surmmary

.ﬁ Save | IIEI Iotify | ts Refresh |

Invoice Information | Payiments | Youcher Afttibutes

4| _’|L
i/ start J ] JI /€ Regular Entry - Windo... J o7

Step Action

43. Click the Save button.
44, You have just entered a PO voucher using the method preferred by Vendor
Registry!

Using receipt numbers rather than purchase order numbers is especially helpful
when the PO will be sent in multiple shipments, or when multiple payments are
made against a contract PO.

Click the Action list to budget check the voucher as usual.
I =
45, Click the Add button to look at some more options for entering PO vouchers.
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% % [&] https: {fu. connectnd. us{pspindft/EMPLOYEE JERP/c/ENTER_YOUCHER_INFORMATION vcHR_ExPRESS. ]| G || €2 || X | |8 Live Search (2=

egular Entry -

| Fle Edit Wiew Favorites Took Help

J {2 Favorites J i}:‘& & | ConnecthD Operational Env. .. E Suggested Sites * £ | Web Slice Gallery

g Reqgular Entry

ORACLE" You are on Database: NDFT

Home
Favovrites §MainvMenu > Accauntspayable > \f'oushers > Adde'pdate > Regular Entry

gl

Mewwindow P Help B pup

hkEa

Voucher

Eind an Existing value

Business Unit: h1ooo S
oucher ID: MEXT
Voucher Style: | Regular voucher =l

Short Vendor Name: Q.
Vendor ID: Q
Vendor Location: Q

Address Sequence Number: 0cy

Invoice Number: ‘

Irvoice Date: E]

Gross Invoice Amount: ‘ 0.0o

Lines Entered: 1

Add

Find an Existing Value | Add a Mew Yalue

4| | »

i start J & “ /& Regular Entry - Windo... J G 13

Step Action
46, Click the Add button one more time.
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ﬂ_ Regular Entry - Windows Internet Explorer M=
% = [ & hutps: fraw.connectnd, usjpspindft{EMPLOYEE /ERP/C/ENTER,_yOUCHER_INFORMATICN.vCHR_ExPress. | S || ##)| ¢ | [£2 Lve search |2+

J File Edit Wiew Favorites Tools  Help

J 7 Favarites J 9% @ ConnectMD Opsrational Env... @5 Suggested Sikss = @& | Web Slice Gallsry =

& Reqular Entry

ORACLE" You are on Database: NDFT
Home (& A -3 Sign out
Favarites gMain_Menu ¥ Accauntgpayable > Voughers > Add,fLipdate »  Regular Entry

E Mewwindow 2 Help  [# customize Page B ntp &

htEn

| Bayments || Youcher Atributes

Business Unit: 11000 Invoice Number: "
Voucher ID: MEXT Invoice Date: i §
Voucher Style:  Regular Action: | =] | Run |Printinvoice|

PO Unit: C,  Purchase Order: | Q| CopyPO | worksheet Copy Option: INDne -

Budget Status:

\endor: a “Pay Terms: 0 QL Mo w  BasisDtType InvDate
Name: Q Control Group: Q Commentsi0) |
Location: | accounting Date: 10122010 [
“Aadress: | Advanced Vendor Search  *Currency: usD Q@ - Mon Merchandise Surmmary
Totat: 000 | Caloulate |

Session Defaults

Packing Slip: |

F== Line ‘Distribute by Hem Description Quantity UOM Unit Price Extended A it

1 [amount =] | Q | [ [ e | \ 0nn

Ship To SpeedChart

SR ce  sheerhhel - -
4] | »

#istart| | @ Jlm |e|? @0
Step Action
47. The purpose of this voucher exercise will be to show how you can still manipulate

the accounting information and voucher amount after bringing in the PO.

Click the Worksheet Copy Option list.

INDne jl
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f_._ Regular Entry - Windows Internet Explorer | _[=] x|

%v J&] https:jjwwn. connectnd. usjpspindft/EMPLOYEE JERP/c/ENTER,_YOUICHER_INFORMATION wcHR_ExPRESS (|| & || %4 || > | |&¥ Live Search =28
| Fle Edit Wiew Favorites Took Help

" Favorites onnec perational Enw. .. uggested Sikes - 'eb Slice Gallery -
F it 5 C END O it | E és ted Sits web Slice Gall

E Reqgular Entry

ORACLE" You are on Database: NDFT

Home

Favovrites MainvMenu > Accauntspayable > \f'oushers > Adde'pdate > Regular Entry

B Mew Window 7 Help E{'Custum\zepage htlp =

) o hiEn
Fayments “oucher Attributes

Business Unit: 11000 Imsoice Number: | Budyet Status:
Voucher ID: MEXT Invoice Date: El .
Voucher Style:  Regular Action: I =l Run |M.|

Copy from a Source Document
PO Unit: <, Purchase Order: O Copy PO | Worksheet Copy Option: |Mone A

Man PO Receipt
Vendor: *Pay Terms: oo Q_ Mow = Bas 1

a,
Name: Q Control Group: Q EO F\’heceipé sor ont
PP urchase Lrder Lnly
Location: | Accounting Date; 10122010

Template
address: | Advanced Yendar Search  *Currency: usD|Q  |voucher
Total: 0.00  Calculate |
Session Defaults
Packing Slip: |

Invoice Lines

[=] Line ‘Distributeby Item Description Quantity UOM  Unit Price E
1 [amount =] | a | [ Q| I 0.00
Ship To SpeedChart

4 - . _ILI

i start J & “ /& Regular Entry - Wind J A 13

Step Action

48. Click the Purchase Order Only list item.
[Purchase Qrder Only |
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,_rf Regular Entry - Windows Internet Explorer M=
% = |&] https:reww. connectnd, usipspindfeiEMPLOYEE JERPIC/ENTER_vOUCHER_INFORMATION. voHR_ExpRess, ]| G || #2 /|2 | [£2 uve search (2=

J File Edit Wiew Favorites Tools  Help

J 7 Favarites J 9% @ ConnectMD Opsrational Env... @5 Suggested Sikss = & | Web Slice Gallsry =

(& Reqular Entry

ORACLE" You are on Database: NDFT
| MukiChannel Cz
Favarites gMain_Menu ¥ Accauntgpayable > Voughers > Add,fLipdate »  Regular Entry

B rewindow P Help [ customize Page B hitp

htEn

Copy Worksheet
Unit: 11000 Voucher:  MEXT Backto Invoice
= PO Lookup Criteria
PO Business Unit: I o ™ View Matched /Cancelled Only
PO Number From: Q PO Number To:
PO Line Number From: PO Line Number To:
*PO Date Option: Mo Date = PO Date: [
Max Rows to Search GopySelected l-ings Reset Select &l |0 Clear &l
Return

iistart| | @ |[@ regular Entey - windo... e |2 @6

Step Action

49. Enter "11000" into the PO Business Unit field.

50. If you know the PO number you need to pay, you can enter it directly into the PO
Number From field. Enter "0000000176" (seven zeroes and 176).

51. Click the Search button.

52. Notice that the screen tells you there are two lines to this PO. Click the red box to
move forward.
[PO Line Count: 7|

53. Click the View All link to see both lines.

54. If all the lines on this screen match up to your invoice, save time by clicking
the Select All link.
Select All
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Step Action

55. Click the Copy Selected Lines button to bring them both into the Invoice
Information page.

| Copy Selected Lines

(: Regular Entry - Windows Internet Explorer !E m

5{:} = |g, hittps: v, connectnd. isjpspfndft{EMPLOYEE fERP/c[ENTER_WOLICHER_TNFORMATION.vCHR_ExPress = G4 |[+2 || x| |E;' Live Search (2]~

J Flle Edit Wiew Favorites Tools  Help

J < Favorites J 94 | ConnecthD Operational Env... 4 Suggested Sikes ~ & | Web Slice Gallery ~

@ Reqular Entry

ORACLE" You are on Database: NDFT

Home | ‘wiorklist | MutiChannel Console | AddtoFavortes | Sign out
Favarites EMalnvMenu s Brcounts Payable > Wouchers > AddfUpdate > Regular Entry
: = - -

B M Window ? Help E‘-/"Custom\zepage hﬂp =

=
gl 8 Payments || Woucher Attributes

Business Unit: 11000 Invoice Number: | Budget Status:
voucher ID: NEXT Invoice Date: EJ ) . )

Voucher Style:  Regular Action: I ~| | Run | Printinvoice

Copy from a Source Document

PO Unit: Purchase Order: I GopyiRo, Worksheet Copy Option: I Mane -

Vendor:  [n0DD001 974 a *Pay Terms: 00 |3 Now fg  BasisDtlype InvDate

Name: STAPLES-001 Q@ Control Group: a B B commentsim

Location:  [malN aQ Accounting Date: |10/ 22010 |

“Address: 2@ pdyancedvendor Search  *CUITENCY: usD G ) ~ Mon Merchandise Summary

STAPLES IMNC Total: I 120.00 | Calculate

CHOOSE THE CORRECT LOCATION
FELRORGOORA0G, MD 00000

Session Defaults

Packing Slip: |
== Line ‘Distribute by ltem Description Quantity UOM Unit Price Extended & it
1 |auantity x| | @, [keyhoard [zoooo [[Ea @ | 2500000 | 50.00
Ship To SpeedChart =R
Tioszz | @ | B

[T use One AssetID [~ Force Price| Calculate |
Ovetride PO Pet. |

4

| o
@start| | @& | | & Regular Entry - Windo... =

|e | @0
Step Action
56. Enter the Invoice Number into this field. Enter "add shipping".
57. Enter "09262010" into the Invoice Date field.
58. This vendor has more than one location too. Click the Look up Location
(Alt+5) button.
59. Click the REMITT-THE link if your invoice address is in Bismarck.
REMITT-THE
60. Now scroll down to the distribution information. You can see there are two invoice
lines, so click the View All link.
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Step Action

61. Say that your invoice shows these two items accurately, but they are also charging
you for shipping and handling. You do not have to go back and fix the PO before
bringing it into the voucher - just add a row here for the shipping charges.

Click the Add multiple new rows at row 2 (Alt+7) button.

fﬁ Regular Entry - Windows Internet Explorer = EE
er P 2 arion vorR_express, = |en to record. ‘_\\
Sciipt Prompt: | oK I I Mext scieenshot records: Lelt click on Pushbutton <Add mulbiple new ows at row 2 I | l 1

Enter number of rows to add:
Cancel Gallery

@ |

ORACLE" You are on Database: NDFT

Favarites ?MainvMenu s Accounts Payable  » Wouchers »  AddfUpdate »  Regular Entry
: -

““““““““ L e B HGVEI’]C'EEI YENOAOF Searchn e LU eIy |t ) ) e :I
STAPLES IMC Total: I 120.00 | Calculate
840 5 WASHINGTON STREET Session Defaults
BISMARCH, ND 58504
Packing Slip: |
[E][E] Lme ‘Distributeby iem Description Quantity UOM  Unit Price E:
1 |auantity x| | Q@ [keyboard [zooon |En Q| 25.00000, | 5000
Ship To SpeedChart PR
1 At
110522 | Q " use One Asset ID [ Force Price|  Calculate |

| Override PO Pt |
Purchase Order & Receiver Info Associate Receiver(s

= Distribution Lines EistemizN G #H st 10f1
GL Chart Exchange Rate Slatistics Azsets

nc_:ﬁ. PO Percent Percent Amount Quantity *GL Unit Account Oper Unit Fund Dept Class Eﬁ“Bus Pro
= 1 100.0000 100.0000 50.00 | 2.0000 [11000 & (531010 Qo (G oot Gy [1oo0 Q [11020 Q| al
Line ‘*Distribute by Htem Description Quantity UOM Unit Price E:
2 [quantity =] | Q. [mouse [zooo0 ([Ea O | 35.00000 | 70.00
Ship To SpeedChart P _frj
i . .
110522 Q@ " Use One Asset ID ™ Force Price| Calculate
| Override PO Pet | Mai e WO Unit i e Work Order Task Humber Resource Type Resource Line No. =
|. — — — | —r II_ 5 hd|
4

T @i

distart| | @& | | & Regular Entry - Windo... | @

Step Action

62. Click the OK button to add just one more line.
0Ok,
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Step Action

63. IMPORTANT NOTE: Some voucher users will enter the correct number of
invoice lines on the first voucher screen, before they click the Add button. That is a
smart thing to do on regular vouchers, but for PO vouchers, it is better to add more
invoice lines on this screen after the PO has been copied in.

We won't go into detailed explanation here of why, but the system will work better
by following these procedures to add shipping and handling.

ﬁ: Regular Entry - Windows Internet Explorer M= R
% = [&] https: {fus. connectnd. us{pspindft{EMPLOYEE /ERP/</ENTER,_YOUCHER_INFORMATION cHR_ExPRESS. || G || €2 || | [& Live Search (2]

J File Edit Wiew Favorites Tools  Help

J {; Favorites J i:.:‘s & | ConnecthD Operational Env. .. @ Suggested Sites = & | Web Slice Gallery =

E Regular Entry

ORACLE" Youare on Database: NDFT
Home | Worklist | MuttiChannel Console | Add to Favortes | Sign out
Favclvrites EMain'Menu > Accuuntépayable > VDuEhErS > Addeludate > Regular Entry
Ship 10 speedChart r@g E
1
110622 G " use One Asset ID I Force Price| Calculate |

I Override PO PCL_ Maintenance WO Unit Maintenance Work Order Task Number Resource Type Resource Line No.

=
Purchase Order & Receiver Info  Associate Receiver{s)
~ Distribution Lines
GL Chart Exchange Rate Statistics Azsets

Customize | Fine | s A | #H First © dofd  Las

Do PO Percent Percent Amount Quantity *GL Unit Account Oper Unit Fund Dept Class Eﬁ“ﬁ Pro
=e 1 100.0000 100.0000 70.00 | 20000 [11000 & (531010 Qo a om @ [1o00 Q [110an Q| al
[=] Line ‘Distribute by item Description Quantity UOM  Unit Price E
3 [T -] | Q| \ a | 0.00
Ship To SpeedChart
110002 |Q aQ I Use One Asset ID | Calculate |

~ Distribution Lines
[ER M Exchange Rate || Siatistics |[ Assets

Customize | Find | viewr ) | BV First © qof1 | Last

PC Bus

Down Amount Quantity *GL Unit Account Oper Unit Fund Dept Class Unit Project Activity i
EE C 1 000 [11000 @ | aQ a a | a | a|| a a |

Business Unit: 11000

‘Youcher ID: MEXT

rint Invoice Invoice Lines 0.000 =
4iP L - Blinn Cloaesn fasne st lli = _}l_l
start| | & “m |e|? @6
Step Action
64. If a SpeedChart is set up with your accounting data, feel free to use one here. Enter
"1000" in the SpeedChart field.
65. Enter the amount of the shipping charges into the Amount field. Enter "25".
66. Just enter a quantity of "1" in the Quantity field.
67. If your SpeedChart does not contain an account number, enter the correct number
for freight in the Account field. Enter "621150".
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Step Action

68. Don't forget to add the additional shipping charges to the other amount fields on this
page!
Click the Calculate button after you have entered the amount in this field.

69. The dollar amount in the Total field will have to be corrected also. Enter "145".

70. Click the Calculate button here after all amount fields have been adjusted for the
freight.

71. If you do not receive any calculating errors, click the Save button.

72. Your voucher should match the invoice now and be ready for budget checking.
Click the Run button to move forward.

Run
73. You have just walked through two ways to bring PO information into a voucher: By

copying the entire Purchase Order and by copying the Receipt. The method you
choose will depend upon the procedure that best fits your agency's policies and
whether or not the PO will have multiple vouchers made against it.

You have also learned how to manipulate or change the distribution information as
needed to make the voucher accurate. Remember, though, that PO vouchers are
created differently from regular vouchers. You do not enter any information
before clicking Add, including the number of invoice lines needed.

End of Procedure.
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ST 4.1.9 - Creating Speedcharts
Creating SpeedCharts

Navigation: Set Up Financials / Supply Chain > Product Related > Procurement Options >
Management > SpeedChart

Speedcharts are predefined chartfields assigned to a specific Speedchart Key for ease and
efficiency in coding vouchers.

Procedure

This topic shows how to Create a Speedchart.

ﬁEmplnyee-[ating registry content - Windows Internet Explorer

@A - IE https: ] funwe . connectnd . us) pspndftEMPLOYEE [ERPh ?tab=DEFALLT j % |2 | K I Eing 2=

7.7 Favarites ‘ 9% £ Suggested Sites = @ | Web Slics Gallery

- ~ »
& Employee-facing registry content | | ﬁ +~ B - ) o= - Page - Safety ~ Tools - .@.v

[> Product Configurations ;l
[ Guuality

[> Demand Planning

[= Imventory Palicy Planning

[» Supply Planning

[» Grants

[> Program Managerment

I» Project Costing

[> Proposal Management

[> Maintenance Management

[» Resource Management

> Lease Adrministration

[+ Staffing

I> Travel and Expenses

[> Travel Administration

[> Billing

[> Accounts Receivahle

[= Accounts Payable

[> eSetflements

[» Asset Managerment

I IT Asset Managerment

[> Banking

[» Gash Management

[> Deal Management

[> Rigk Management

[ Financial Gateway

[= VAT and Intrastat

[+ Excise and Sales TaxWAT IND
> Commitrment Contral

[» General Ledger

[ Allocations =
[> Statutory Reports

[= SCM Integrations

> Set Up Financials/Supply Chain
[> Enterprise Commponents

I» Governrment Resource Directary
I» Background Processes

[= ¥orklist

[> Application Diagnostics

[> Tree Manager

[

-
https:ffwww connectnd usfpspfndft/EMPLOYEE/ERPsMEBLIE_PTPP_SC HOMEPAGE FieldFormula.ISc |g Internet | Protected Mode: OFF ¥q - | F100% v v

:‘Startl J _:'éa ] I1?_'| @ JI@Empluyee—[acing regi... J il m |_| @ @ G @K}))

Step Action

1. Click the Set Up Financials/Supply Chain link.
[l Set Up Financials/Supply Chain|
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ase Navigation Page - Windows Internet Explorer
&:_:a L d |g, https:J‘,l’www.connectnd.us;’psp,l’ndFt,l’EMPLOVEEIERPJSIWEBLIB?PTPP?SC.HOMEPAGE.FieIdFormula.IScriptfj % 2% I Eing 2~
T:-‘F Favorites ‘ {c‘; €| Suggested Sites + @ | Web Slice Gallery +
= »
{& Base Navigation Page i v B - [ @ - Page - Safety  Tools - (@~
ORACLE" You are on Database: NDFT
Home
Favovrites MainvMenu > Set Up FinancialsfSupply Chain
H >
higin benu =
. Set Up Financials/Supply Chain Ecit "Set Up Financisls/Supply Chain' Folder
Set up FinancialsiSupply Chain options:
Install ﬁ Security Upgrade
Access product installation Set up security Create upgrade defauts and reports
= Installation Options =] Security Options [=] Define Upcrade Drivers
= Installation Options Repart [=] Unit by User ID [=] AE Comments
[=) Tax Provider Instalistion [=] Unit by Petmission List =] Creste Upgrade Reports
25 Mare... 12 More...
ﬁ Business Unit Related ﬁ Comimon Definitions ﬁ Product Related
Set up business unit options . Set up common definitions. Set up product-relsted options .
[ Assets [ Accounting Entry Templates [ Azszet Management
[ Billing [ Activities [ Budgetineg
[ Contracts [ Activity Monitor [ Billing
23 hlore... 50 hore... 24 hore...
ﬁ Pagelets
Administer pagelet setup, including default personalization
values
[ fsset Litecyele Management
[ Enterprize Service Automation
https:f fww connectnd usfpsc/ndft/EMPLOYEE/ERPsWEBLIE_PTPP_SC HOMEPAGE FieldFarmula, ISc ﬁ Internet | Pratected Mode: OFF v’;] - | 0% - A
Svstart| | G, B 7] @ |[/& Base Navigation Page... [ mEEEO EE

Step Action
2. Click the Product Related link.

3. Click the Procurement Options link.
Erucuremem Options

4, Click the Management link.

5. Click the SpeedChart link.
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5::; - |g, hitps: | funs. connectnd. us{pspjdft [EMPLOYEE JERP,ic/STRUCTURE_PROCUREMENT_0PTIONS. SPEEDCHAF 7 || 5 || 5 ||1| | Bing | 2=

3 Favorites | 35 @] Suggested Sites + @] Weh Slice Galery -

& spesdchart - © [ = v Page v Safety  Tools v (v

ORACLE" You are on Database: NDFT
Worklist | MuttiChai
Favarites gMainvMenu » Setlp Financiel\sfsupply Chain F‘roductheIated > Procuremevnt Options Managgrnent 3 SpeedChar

B My Wind o @Help = hitp
SpeedChart
Enter any information you have and click Search. Leave fields hlank for a list of all values.

R R [ Add e Newvalue |

Lirnitthe number of results to (up to 300y 200

SetiD: == ratTe &
SpeedChart Key: [beging with =]

User ID: |begin5 with 7] | =N
Primary Permission List: | hegins with j | Q
Effective Date: [= = 5

" Include History [ Correct History [ Case Sensitive

| Search | Clear |Basic Gearch [Ef Save Search Criteria

Find an Existing Value | Add a Mew Value

4| | |
javascript: submitAckion_win0{document . wind, '#ICSwitchMads"; '_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF v’;] - | DD A
A"rstartl J MY & JI (& speedchart - Window... J i il [H- @ @0E =

Step Action

6. Click the Add a New Value tab.
|/ Add 3 New value |
7. Enter the desired information into the SpeedChart Key field. Enter "1000".

Note: If the speedchart is being set up for a grant, a suggestion would be to give the
speedchart the same name as the grant.

8. The speedchart Effective Date can be changed to a previous date, if necessary, by
selecting a date from the calendar icon or typing in the desired date.

9. Click the Add button.
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ﬂ: speedChart - Windows Internet Explorer [_ =]
ng = [&] https: /v, connectnd. usipsp/ndft/EMPLOVEE JERPc/STRUCTURE_PROCUREMENT_opTIons sPEEDcHa | B |[ 42| x| = e |2

{} Favorites ‘ {5 €| Suggested Sites + @ | Web Slice Gallery +

& SpeedChart & - - [ g - Page - Safety - Toos - - »

ORACLE" You are on Database: NDFT

Worklist | MuttiChannel Console | Add to Favortes | Sign out
Favovrites §MainvMenu > SetlUp Financial\sfSupply Chain = Ddeuct'ReIated > PrDcurernF_iwt Options > Managgrnent > SpeedChart

@New\l\finduw @Help E,/Custumwzepage Ehﬂp

SpeedChart
SetlD: 11000 SpeedChart: 1000 Eff Date: 11/30/2011 ‘Status; |Potive =l
Description: [OME-Administration Total Percent:  100.00
Security Option
¥ Universal (All Users) ¥ Enter Percentages
(& i -
€ one User Enter Weights  yom: @,

" Permission

. =l
Description:
Percent Weight GL Unit Account Oper Unit Fund Dept Program Class Eﬁnﬂus Project Activity
1[100.00 0.ooooo | @ [ @, |[ @ @ || @, || @ [ @, |[ @, || @, || 4
_ Save | |[Z] Motify |
4| | 2l
Done ’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF #g - | FI00% -

ffstartl J i | e JI@SpeEdEhart—winduw... J i il Ff @ @3 @[(}))

Step Action

10. Enter the desired information into the Description field. Enter "State
Contingencies".

11. Enter the desired information into the GL Unit field. Enter "11000".

12. Enter the desired information into the Oper Unit field. Enter "110".

13. Enter the desired information into the Fund field. Enter "001".

14. Enter the desired information into the Dept field. Enter "7150".

15. Enter the desired information into the Class field. Enter "11030".

16. If the funds are split between two or more distributions, click the + (plus) sign at the

end of the row. This will add one more row.

Note: The more fields you populate now, the less will have to be done at the
voucher level.

17. Click the Save button.
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Step

Action

18.

This topic showed how to Create a Speedchart.
End of Procedure.
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ST 4.1.10 - Deleting Speedcharts
Deleting Speedcharts

Navigation: ND Utilities & Interfaces > ND ToolSet > Delete Speedcharts

Speedcharts can be deleted only if they are in inactive status.

Procedure

This topic shows how to Delete a Speedchart.

ﬁEn1p|Dyee-facing registry content - Windows Internet Explorer

@" - Ig. https: [ . connecknd, us/psp fndft EMPLOYEE [ERF (b7t ab=DEFALLT
5. Favorites ‘ 9l @ Suggested Sites ~ @ | Web Slice Gallery ~

&_ Employee-facing registry content | |

T‘-ﬁﬁ [ - [ o= - Page - Safety = Tools = .@.v

»

[ Staffing

[ Travel and Expenses

I> Travel Administration

[> Billing

[> Accounts Receivahle

[> Azcounts Payable

[> eSetflements

[= Azset Management

I IT Asset Managerment

[» Banking

[> Gash Management

[> Deal Management

[> Rigk Management

[> Financial Gateway

[ AT and Intrastat

[» Excise and Sales TaxVAT IND
I» Commitrnent Contral

I» General Ledger

[> Allocations

[ Statutory Reports

[> SCM Integrations

[> et Up Financials/Supply Chain
[» Enterprise Components

> Governrment Resource Directary
[» Background Processes

[= Warklist

[> Application Diagnostics

[> Tree Manager

[> Reporting Toaols

[ PeopleTools

[» Packaging

[= MD Witilities & Interfaces

I» ND HE Applications

[ MDE Reports

— Tax Center

— Treasury Management Center
— Treasury Processing Center
— Treasury Definitions Center
— Backto Portal

— Usage Monitating

— Mhanao b Pacousnrd

:'Startl J _Eéa .4} Ql = JI {& Employee-facing regi...

https: /i, connectnd usfpspindft/EMPLOYEE JERPYs/MEBLIE_PTPP_SC HOMEPAGE FieldFormula,ISc |g Internet | Pratected Mode: OFF

[ it [H ®

ca | miorm -

=l
Y
Qe s

Step Action

1. Click the ND Utilities & Interfaces link.
|l> MD Utilities & Interfaces|
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g\z:;.‘ = [E] https: v connectnd. usipspindt/EMPLOYEE JERP{S/WEBLIE_PTPP_SC.HOMEPAGE FeldFormula. script_|= | & || 4| % | [E eng | 2|~
T;‘F Favorites ‘ {c‘; €| Suggested Sites + @ | Web Slice Gallery +
= »
& Base Mavigation Page & - - [ g - Page - Safety - Toos - -
ORACLE" You are on Database: NDOFT
Home
Favovrites MainvMenu > ND Utilities 8 Interfaces
H -
higin benu =
ﬁ MND Utilities & Interfaces Exclit "M Litiltie=s & Interfaces" Falder
UHiltie= and Interfaces for ND State and Higher Ed processing
ND State Applications ND ToolSet
Subhenu to hold the irterfaces and other processes specific to the State side of the project =) Clear Cld Worklist Erdries
[0 Accounts Payable [=] Conwersions
[ Accounts Receivable [= Delete Run Cantral
[ Azset Manademenit [= Delete Speedcharts
[ Billing [l MD_&ttach to PRCS
[ Expenses = DS Schedule Process
[ General Ledoer [ Restore User Columns
[ Inventory. [= 1D Figld Search
[ Procurement & Yendors [l MDS Pane Report
[ Projects [=] Pert Monitor Script Parameters
[ Financisl Setugp [= Performance Monitor Reparts
[=] Chance Expiration Request
=l Bun Expiration Updste
[ MDE UPD STATS
= Wieh Service Yendar Access
=l Intertace Fies
I=l Interface Locations.
https:f fww connectnd usfpsc/ndft/EMPLOYEE/ERPsWEBLIE_PTPP_SC HOMEPAGE FieldFarmula, ISc ﬁ Internet | Pratected Mode: OFF v’;] - | 0% - A
Svstart| | G, B 7] @ |[ /& Base Navigation Page... [ mEEEO EE

Step Action

2. Click the ND ToolSet link.
ND ToolSe

3. Click the Delete Speedcharts link.

Eelete Speedcharts
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% = |&] https: fwon. connectnd. us/pspindFt{EMPLOYEEERF/cNDS_UTILITIES WDS_DEL_SPEEDCHART.cBL7PORT: || G [|2 || % | [ Bing (2=

S Favorites | 35 @] Suggested Sites + @] Weh Slice Galery -

{8 Delete Speedcharts i - « | v Page -~ Safety - Tools + - >

ORACLE" You are on Database: NDFT

Home Wigrkis & Addto Favortes | Sign out
Favarites gMainvMenu > MND Utihties%lnterfaces MDY Tgo\Set »  Delete Speedcharts

B My Wind o @Help Ehﬂp
Delete Speedchart

Enter any information you have and click Search. Leave fields hlank for a list of all values.

Lirnitthe number of results to (up to 300y 200

SetlD: = v[ 11000| @,

SpeedChart Key: [ hegins with 7|

Search Clear :Elasm Search [ Save Search Criteria
4| | |
Done [ [ [ [€meemet | Protected Mode: OFf o v (B -

A’?Startl J i ) ?_ll a Jlgbelete Speedcharts - ... J i m |_| (O] @ UB @'ﬂ”)

Step Action

4. If you know the Speedchart name, enter it into the Speedchart key field. If not,
leave blank and click the Search button.

5. Click the Contingency link.

Page 78



Training Guide
Module 4 — Accounts Payable

f_ Delete Speedcharts - Windows Internet Explorer [_ =]
6(9 w [ I hictps:jwmn. connectnd.usfpspindft/EMPLOYEEJERF/c/NDS_UTILITIES.NDS DEL_sPEEDCHART.GeLrPoRT/ )| &b || #2/[ x| [ eing |2
5‘} Favorites ‘ {3 €| Sugoested Sites + @ | Web Slice Gallery +

{8 Delete Speedcharts & - - [ gm - Page - Safety - Toos - - »

ORACLE" You are on Database: NDFT

Home
Favorites - Main Menu > hD Utiities & Interfaces > ND ToolSet > Delete Speedcharts

@New\l\finduw @Help E{'Custurmze Page Ehﬂp
Single Delete Delete Range

Setld  SpeedChart  User Prim Perm List Eff Date Descr
11000 COMTIGEMCY 0281352003 Contingency
Delete

@‘ Return to Search |

Single Delete | Delete Range

4| | i3
Done l_ l_ l_ ’_ ’_ ’_ ﬁ Internet | Pratected Mode: OFF ’fﬂ_v| 0% - A
f_*Startl J i | ] JI {& Delete Speedcharts - ... J TS ERO] @05 @[(}))

Step Action
6. Click the Delete button.

7. This topic showed how to Delete a Speedchart.
End of Procedure.
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ST Lesson 4.2 - Using Vendors in Vouchers
NAVIGATION: Accounts Payable > Vouchers > Add/Update > Regular Entry

The vendor database used in PeopleSoft is maintained by the Vendor Registry Office of OMB.
"Vendors" are defined as any payee that receives money through a voucher in PeopleSoft,
including grant recipients and state employees.

This Lesson is designed to help users in Accounts Payable to find the right vendor for their
payments and how to use them properly in voucher. The first topic will discuss various ways to
find the vendors from voucher screens. The topics following cover how to choose the correct
location for your payment, paying state employees, and how to use the withholding link in
voucher.

If a new vendor needs to be set up for your particular payment, please follow the directions on
how to request a new vendor at (http://www.nd.gov/vr/vmr/manual/checklist-requesting-

vendors.pdf).

Everything covered in this Lesson can also be found on Vendor Registry’s website at
(http://www.nd.gov/vr/) There you will find links for more details on these topics in the
following sections:

e Using Vendors/Payees in PeopleSoft

o Payee/Vendor Forms for Accounts Payable

e 1099 Reporting for ND State Agencies; check out the link for "1099 Reporting While
Entering Vouchers."

ST 4.2.1 - How to Find Vendors in AP

How to Find Vendors in Accounts Payable Vouchers

The Vendor Registry Office strongly recommends that AP users who enter vouchers also have
access to the limited vendor inquiry screen. Access is given to users with the

NDS_ALL VENDOR_INQUIRY role checked on the ConnectND Financials Security Access
Request form (http://www.nd.gov/eforms/Doc/sfn54418.pdf)). This role is found at the bottom
of the Purchasing section of that form.

There are several other helpful documents regarding how to find vendors and how to use the
Vendor Inquiry screens at the website (http://www.nd.gov/vr/vmr/manual/index-2.html) If
agency users cannot find the vendor they need to pay by using the instructions on this website or
in the following topic, a new vendor can be requested for set up by Vendor Registry. Please
follow the instructions located at (http://www.nd.gov/vr/vmr/manual/agency-instructions.pdf) to
request your vendor.

Key Words:
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vendor
short name
Name 1
Namel
location
address
search

Version 1 dated August 23, 2010.

Procedure

Start with your basic 'Add a New Value' tab for entering vouchers. NOTE: The instructions in
this topic are for regular vouchers only, not for PO vouchers.

Vendor Registry recommends that voucher users select the proper vendor and location on this
screen before clicking the Add button.

Step Action

1. Voucher users can look up vendors by either their Short Name or Name 1. The
basic rules that Vendor Registry uses to set up vendor Short Names are:

(1) Use the last name of an individual
(2) Enter as much of the business name in the field as possible.

Try more than one method of searching when looking for a vendor. Various
examples of search methods will be shown in the following screens.

2. Let’s walk through searching by short name first. Specific groups of organizations
have standard short names to search for them by a group name. This makes
searching by short name the best method of finding cities in ND, a state agency, a
college from the University System, or searching for an association with an
acronym.
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(,T Regular Entry - Windows Internet Explorer =slx

@: J = &1 https: v connectnd. us/pspfndft/EMPLOYEE JERP/c/ENTER,_YOUCHER_INFORMATION wcHR_ExPRESS (|| & || #2 || > | |&¥ Live Search 2|

| Fle Edit Wiew Favorites Took Help

J {\? Favorites J {.5 & | ConnecthD Operational Env. .. @ Suggested Sites * £ | Web Slice Gallery =

@ Reqular Entry

s*NDFT**
| (SIS
Mew wWindow | Help | &
VYoucher
Find an Existing Value | Add a New Value
Business Unit: l1o00 @
foucher ID: MNEXT
Voucher Style: | Regular vaucher |
Short Vendor Name: Q
Vendor ID: Q

Vendor Location: Q
Address Sequence Number: 03
Invoice Number: |

Invoice Date: E]
Gross Invoice Amount: | 000
Lines Entered: 1

Add

Find an Existing Value | Add a Mew value

dstart| | @& | | /@ Regular Entry - Windo... | @

T BE

Step Action

3. Our first example of this will be for cities within North Dakota. Enter "cities" into
the Short Vendor Name field.

4, Click the Look up Short Vendor Name (Alt+5) button.

5. If you scroll down the page, you will see that ND cities are entered with their

primary name first, followed by "City of." This follows basic filing rules. To pay
the City of Hardwood, you could click the HARWOOD,CITY OF link here.
HARWOOD CITY OF]

6. Once the correct vendor is selected, click the Look up Vendor Location
(Alt+5) button.

7. This vendor has only one location as shown on this page. It is very important to
select the proper location for your payments, as we will see later on. Click

the MAIN link.

b Al
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Step Action
8. After selecting your vendor and the proper location, continue entering as much
information on this screen as you can.
Since we are just walking through examples here, we are going to search for a
different vendor next.
9. State agencies often change names, but they will always have the word "STATE" as
their Short Name.
To find the Dept. of Financial Institutions, first enter "state" into the Short Vendor
Name field.
10. Click the Look up Short Vendor Name (Alt+5) button.
11. To sort the vendor names alphabetically, click the Name 1 column header.
12. Notice that in addition to the short name of STATE, "State Farm™ shows up in this
search as well.
Here is an example where the secondary words "Dept. of" was dropped off, and only
the primary words kept. We know this vendor is a state agency, though, because of
the short name.
Click the FINANCIAL INSTITUTIONS link.
[FIMAMCIAL IMSTITUTIONS]
13. Now we will see what happens when we let the location default in on this screen.

Click the Add button.
Add
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egular Entry -

dows Internet Explorer

(=]
@;t j = @] https: v connectnd. us/pspfndft/EMPLOYEE JERP/c/ENTER,_YOUCHER_INFORMATION wcHR_ExPRESS (|| & || #2 || > | |&¥ Live Search 2=
| Fle Edit Wiew Favorites Took Help

J {\? Favorites J {.:‘5 # | ConnecthD Operational Env. .. E Suggested Sites * £ | Web Slice Gallery

E Reqular Entry

s*NDF T+

Home

Mew Window | Help | Custornize Page | 5 2

{ Invoice Information ' Fayments | Woucher Aftributes |

Business Unit: 11000 Invoice Number: Il Budget Status:
Youcher ID: MNEXT Invoice Date: 5

Voucher StyWle:  Regular Action: vl Run | Pr\ntlnvolcel

PO Unit: I Q. Purchase Order: I Q, Copy PO | Worksheet Copy Option: |Mone 'I

vendor:  [00DDOD1E7S Q *Pay Terms: 00 QL Now fm  BasisDtType InvDate
Name: ISTATE-D49 aQ Control Group: aQ Comments{0} e
Location:  [REMITT Q Accounting Date: |98/022010 [

*Address: I 12 pdvanced Yendor Search *Currency: uso G Mon Merchandise Summary

FINAMCIAL INSTITUTIONS Total: 000 | Calculate
2000 SCHAFER: ST STE G DEPT 413

BISMARCK, ND 58501-1204

Session Defaults

Packing Slip: |

Imvoice Lines

[£][=] Line ‘Distributeby ltem Description Quantity UOM  Unit Price Extended Amount
1 [amount =] | Q| [ a | | 0.00
Ship To SpeedChart

|110002 Q I Q ™ Use One Asset ID Calculate | -
4 i3

i) start J & J | & Regular Entry - Windo...

40

| @

Step Action

14. Let's ignore the accounting information for now and click the Payments tab.
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6=Regular Entry - Windows Internet Explorer

@:\/ - |g, https:,l’,l’www.connectnd.us,ipsp,l’ndft,I’EMPLOVEE,I’ERP,I’c)’ENTERJ’OUCHER?INFORMATION.\-'CHR?EXPRESS‘j g 2% n’f Live Search 2|~

J File Edit Wiew Favorites Tools  Help

J <7 Favarites J 9% @ ConnectMD Opsrational Env... @5 Suggested Sikss = & | Web Slice Gallsry =

(& Reqular Entry

s«NDF T

=
Location: REMITT Discount: [ 000 USD Al
“Address: 1Q
FINARCIAL INSTITUTIORNS Scheduled Due: I E‘J
2000 SCHAFER STSTE G DEPT 413
Met Due: I
BISMARCE, ND 58501-1204
Discount Due: |
Accounting Date: I
‘Bank: IEIND Q Pay Group: I Q

*Account: IEIND Q *Handling: |n3 Q
*Method: IGE QL Gire-EFT Layout *Hetting: IN Q

Message: | Messages

Message will appear on remittance advice.

*Action: I Schedule 'I Payment Date: Hold Payment [ Separate Payment [
Pay: | =] Reference: Hold Reason: | a,
Letter of Credit: I A

Payment Inguiry  Holidaw/Currency Options  Express Pavient  Yendor Bank Account
Payment Note

I al =l
i start J a J I & Regular Entry - Windo... J o7

Step Action

15. Because we are selecting a state agency vendor, the default location will always be
set up for payment by IDB.

IDB's will show up as "Giro-EFT" rather than "ACH" or "Check" in this field. That
is the preferred method of payment; however, if you need to pay them by check, you
will need to change the vendor Location. Click in the Method field to continue.

16. To find the correct Location, click the Look up Location (Alt+5) button.
17. Click the REMIT-CHECK link.

REMIT-CHECE]
18. Click the Invoice Information tab to go back.

[Invaice Infarmation]|
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[_[=1x]
@: J = &1 https: v connectnd. us/pspfndft/EMPLOYEE JERP/c/ENTER,_YOUCHER_INFORMATION wcHR_ExPRESS (|| & || #2 || 3| |&¥ Live Search 2|

| Fle Edit Wiew Favorites Took Help

J {\? Favorites J {.5 # | ConnecthD Operational Env. .. @ Suggested Sites * £ | Web Slice Gallery

@ Reqgular Entry

s*NDF T+

=

Mew Window | Help | Custornize Page | 5 2

{ Invoice Information ' Fayments | Woucher Aftributes |

Business Unit: 11000 Invoice Number: Il Budget Status:
Youcher ID: MNEXT Invoice Date: 5

Voucher StyWle:  Regular Action: vl Run | Pr\ntlnvolcel
PO Unit: I @, Purchase Order: I Q. CopyPO | Worksheet Copy Option: lm

Vendor: W Q *Pay Terms: IDD— @, Mow = Basis Dt Type |nv Date

Name: W aQ Control Group: I— aQ Comments{0} e
Location: IW Q, Accounting Date: IM [5
*Address: |—1Q Advanced Yendor Search  *Currency: WO\ Mon Merchandise Summary

FINAMCIAL INSTITUTIONS Total: 0.00 M

2000 SCHAFER ST STE G DEFPT 413
BISMARCK, ND 58501-1204

Session Defaults

Packing Slip: |

Imvoice Lines

[£][=] Line ‘Distributeby ltem Description Quantity UOM  Unit Price Extended Amount
1 [amount =] | Q| [ a | | 0.00

Ship To SpeedChart

[rroooz @ | Q I™ Use One Asset ID calculate |

-
4| | »

istart| | @& | | /& Regular Entry - Windo... |e|3

Step Action

19. If the correct location does not automatically fill in on this screen from the
Payments tab, click in the Location field to choose the correct one here, also.

REMITT

20. IMPORTANT: Changing the address of a vendor will do you no good - ever. The
payment method follows the Location you choose, not the address. In addition,
changing the location on this screen does not always follow through to the Payment

tab - you will need to check that page if you change the Location on the Invoice
Information tab.
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6=Regular Entry - Windows Internet Explorer

@:\/ - |g, https:,l’,l’www.connectnd.us,ipsp,l’ndft,I’EMPLOVEE,I’ERP,I’c)’ENTERJ’OUCHER?INFORMATION.\-'CHR?EXPRESS‘j % 2% n’f Live Search 2=

J File Edit Wiew Favorites Tools  Help

J 7 Favarites J 9% @ ConnectMD Opsrational Env... €5 Suggested Sikss = & | Web Slice Gallsry =

(& Reqular Entry

xxNDF T+
| [Elg
Mesw Window | Help | 5
Voucher
Find an Existing Walue | Adda New Value \'

Business Unit: fr1oo0 &

foucher ID: NEXT

Voucher Style: |Regu\ar\f’uucher j

Short Vendor Name: Q

Vendor ID: Q

Vendor Location: a

Address Seguence Number: 0Q

Invoice Number: [

Invoice Date: [
Gross Invoice Amount: [ 0.00
Lines Entered: 1

Add

Fird an Existing Value | Add a MNew Value

#start| | @ |[@ regular Entey - windo... |e|2
Step Action
21. Now let's try to find a North Dakota State University vendor. The 11 colleges in the

ND University System all have their acronyms as their short names.

Enter "ndsu" into the Short Vendor Name field.

22. Click the Look up Short Vendor Name (Alt+5) button.
23. Click the Name 1 column header to sort.
24, Sorting by Name 1 alphabetically in this case does not help you find the main

vendor for NDSU -- you will see a lot of their clubs and organizations instead. If
this happens, click the Vendor ID column header to sort by vendor number.
Yendor 1D

25. The main college vendors should be set up first. Click the NORTH DAKOTA
STATE UNIVERSITY link.
[NORTH DAKOTA STATE UNIVERSITY|
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Step Action

26. Ready for a shock? Click the Look up Vendor Location (Alt+5) button.
27. This vendor has 160 locations to choose from! Since the location names are listed

alphabetically, you should be able to find the particular office you need to pay.
Click the BUSINESS OFFICE link.
BUSIMESS OFFICE

28. That is how to find a ND college or university that is part of the state University
System. Next we will try to find an individual's vendor.

29. As stated earlier, individuals have their last names as their short name. To find
"Chris Johnson," enter "johnson" into the Short Vendor Name field.

30. Click the Look up Short Vendor Name (Alt+5) button.

31. As you scroll down the screen, you see that the short name of "Johnson" is just too
generic -- there are too many vendors listed in this manner.

32. Erase the short name of Johnson on this page - press [Delete].

33. And enter a little more information under Name 1 on the same screen. In our

example, we know that we want to pay "Chris Johnson," but we don't know if he
goes by Chris or Christopher. To keep your search broad, enter "johnson,c" into
the Name 1 field.

34. Click the Look Up button.
Look Up
35. Here we can see that there are two Chris's, two Christine's and two Christophers!

Click the JOHNSON,CHRISTOPHER W link.

[NOTE: There is never a space between the comma and the first name, so you
should not try search with a space either.]
WOHMEOMN,CHRISTOPHER W

36. The name looks right, but to make sure we have the correct Christopher, click
the Look up Vendor Location (Alt+5) button.

=Y

37. This screen doesn't give us enough information. We know he doesn't live in Grand
Forks, so click the MAIN link.
AN
38. Another way to make sure you have the correct individual is to verify the address on
the next screen. Click the Add button.
Add
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6=Regular Entry - Windows Internet Explorer

@?}' |g, https:,l’,l’www.connectnd.us,ipsp,l’ndft,I’EMPLOVEE,I’ERP,I’c)’ENTERJ’OUCHER?INFORMATION.\-'CHR?EXPRESS‘j 3 *9 || X | |8 Live search 2|

J File Edit Wiew Favorites Tools  Help

J 77 Favarites J 9% @ ConnectMD Opsrational Env... @5 Suggested Sikss = & | Web Slice Gallsry =

(& Reqular Entry

s«NDF T

| [Elg

Mew Window | Help | Customize Page | o

hiep =

{ nvoice Information | Bayments " Youcher Attributes |,

Business Unit: 11000 Invoice Number: | Budget Status:
Voucher ID: MEXT Invoice Date: 5

Woucher Style:  Regular Action: vl Run | Pr\ntlnvuicel

PO Unit: I C_  Purchase Order: I Q, | CopyPO | Worksheet Copy Option: | Mone 'I

vendor:  [00D0123908 Q *Pay Terms: 00 @ Mow 5  BasisDtType InvDate
Name: [iornsonezn @ Control Group: Q Caomments(} o
Location:  [mAIN Q Accounting Date: |0B0202010 5

waadress: [ 1 QU ayanced vendor Search  “Currency: usD & on Merchandise Summary
JOHMSOM,CHRISTOPHER W Total: 0.00 Calculate
12290 EASTMAN RD Session Defaults

EDEMN, 5D 57232

Packing Slip: |

Imvoice Lines

E| Line ‘Distribute by Hem Description Quantity UOM Unit Price Extended A it
1 [Amount =] | Q| | a | 0.00
Ship To SpeedChart

|11UUD2 Q I Q ™ Use One Asset ID Calculate |

-
4] | »

i start J a J I & Regular Entry - Windo... J 7 0 F

Step Action

39. This address matches our information. Click the EDEN, SD 57232 object to
continue learning how to search for vendors.
[EDEM, 50 57232
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@: j = @] https: v connectnd. us/pspfndft/EMPLOYEE JERP/c/ENTER,_YOUCHER_INFORMATION wcHR_ExPRESS (|| & || #2 || 3| |&¥ Live Search 2

| Fle Edit Wiew Favorites Took Help

J {\? Favorites J {.5 & | ConnecthD Operational Env. .. @ Suggested Sites * £ | Web Slice Gallery =

@ Reqular Entry
+*NDFT**
=
Mew wWindow | Help | &
VYoucher
Find an Existing Value | Add a New Value
Business Unit: l1o00 @
foucher ID: MNEXT
Voucher Style: | Regular vaucher |
Short Vendor Name: Q
Vendor ID: Q

Vendor Location: Q
Address Sequence Number: 03
Invoice Number: |

Invoice Date: E]
Gross Invoice Amount: | 000
Lines Entered: 1

Add

Find an Existing Value | Add a Mew value

dstart| | @& | | /& Regular Entry - Windo... | @

STE]

Step Action

40. You can use the look up function here without entering anything as a Short Vendor
Name first. Click the Look up Short Vendor Name (Alt+5) button.

=

41. Sometimes it is hard to know the exact name a vendor goes by. For example,
Midcontinent Communications is also referred to as ""Midco." We advise keeping
your search criteria short and sweet to find your vendor. Enter "midco" into

the Name 1 field.

42. Click the Look Up button.
Loak Up
43. By doing that we will find two other vendors that begin with "Midco," but

Midcontinent Business Solutions shows up as the one we want to pay.

Next let's try to find Brown & Saenger. Enter "brown™ into the Name 1 field.

44, Click the Look Up button.
Look Up
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Step Action

45, Since "Saenger" is often misspelled by users, this is another example how entering
just "Brown" will help you find the right vendor. Click the BROWN &
SAENGER link to continue.

BROWT & SAENGER

46. Now we need to see what happens with associations and acronyms. Enter "nace"
into the Short Vendor Name field.
47. Acronyms: The world is filling up with them. Because so many organizations

share the same acronym, Vendor Registry does not use them in the Name 1 field.
They will enter acronyms as a short name, however.

In this example, we want to find a group that calls itself NACE. Click the Look up
Short Vendor Name (Alt+5) button.

=

48. Look at the three vendors listed below. The acronym of NACE can mean very
different things! By using the complete name in Name 1, users can find the correct
association to pay.

49, This time we want to find the American Association of Cereal Chemists to pay. We
can first enter the Short Vendor Name of "AACC".

50. That is one way to find this vendor. Point to the AMERICAN ASSOCIATION
OF CEREAL CHEMISTS link.

51. Another way is to search by the primary name within Name 1. Click the Name 1 list

to move forward.

heqins with -
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( Regular Entry - Windows Internet Explorer | _[=] x|

@: j = @] https: v connectnd. us/pspfndft/EMPLOYEE JERP/c/ENTER,_YOUCHER_INFORMATION wcHR_ExPRESS (|| S || %2 || 2| |&¥ Live Search 2|

| Fle Edit Wiew Favorites Took Help

J {3 Favorites J {.:‘5 & | ConnecthD Operational Env. .. E Suggested Sites * £ | Web Slice Gallery

E Reqular Entry

s*NDF T+

Mew wWindow | Help | & 2

Look Up Short Vendor Name

SetlD: SHARE

Short Vendor Name: [begins with = | |

Name 1: [egins with =] [ _

wendor ID: . I
containg

Classification: = | LI
not=

Persistence: - | j
a=

Look Up | Clea :: Basic Lookup

hetween

Search Results |in

Qinly the first 300 results can he displaved. Enter rore information above and search again to reduce the number of search results.

Wi All 1-100 of 300 |I| Last
Short Vendor Hame Name 1 Vendor ID Clas:

0050001-001 Mahar,Scott A 0050001 Employvee Reqular
0050010-001 Camphell Tticia Sabourin 0050010 Employee Redular
0050091-001 Wirth, Jamie L 0050011 Employee Reqular
0os0028-001 Hanson.Diana kKathleen 00500 Ermnlovee Regular
0050039-001 westerhausen Danielle M. 0050039 Employee Redular
0050049-001 Roth,Sara B 0050049 Employvee Reqular
0050083-001 Mitchell Haley J ans00 Emnlovee Regular
005011 2-001 Peterson.Jessica Rae 0050112 Employee Reaqular
0050120-001 Marigny. Reyne 5 0050120 Emplovee Regular
0050124-001 Sattler,Susan Matie 0050124 Employee Redular
nn&anNd AR-NN4 kattarlinn Brianma In NNAN1 AR Franlmioa Rarnlar

#start| | @& | | /& Regular Entry - Windo... | @

Step Action

52. Click the contains list item.

contains
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6=Regular Entry - Windows Internet Explorer

@:\/ - |g, https:,l’,l’www.connectnd.us,ipsp,l’ndft,I’EMPLOVEE,I’ERP,I’c)’ENTERJ’OUCHER?INFORMATION.\-'CHR?EXPRESS‘j % 2% n’f Live Search 2|~

J File Edit Wiew Favorites Tools  Help

J 7 Favarites J 9% @ ConnectMD Opsrational Env...  #5 Suggested Sikss = @& | Web Slice Gallsry =

(& Reqular Entry

s«NDF T

MUtiChanns

=
Meswindow | Help | 5 ]

Look Up Short Vendor Name

SetlD: SHARE
Short Vendor Name:l begins with ;I |

Name 1: - I _
endor ID: |begms WithLI
Classification: |= = =l
Persistence: |= = =l
Look Lip | Clear | Cancel |Elasic Lookup
Search Results
Only the first 300 results can be displayed. Enter mare infarmation above and search again to reduce the number of search results.
Wiew All 1100 o300 [p] Last
Short Vendor Name Name 1 Wendor |D Classification Persistence
0050001-001 Mahar Scott A 0050001 Employee Redular
0050010-001 Camphell Tricia Sabourin 0050010 Emplovee Reqular
0o0s0011-001 wirth.Jamie L 0050011 Employee Regular
0050028-001 Hanson,Diana kathleen 0050028 Employee Regular
0050039-001 Wiesterhausen,Danielle M. 0050038 Employee Reqular
0050049-001 Roth,Sara B 0050044 Employee Redular
0050083-001 Mitchell Haley J aoson Employee Reqular
0050112-001 Feterson.Jessica Rae 0050112 Employee Regular
0050120-001 Marigny Reyhe 5 0050120 Employee Redular
0050124-001 Satiler,Susan Marie 0050124 Employvee Reqular
noARN1AR-NNd attarlinn Brianna In NNARN1AR Ermnlrvoa Barilar LI

i start J -] J I & Regular Entry - Windo... J o

T @

Step Action

53. Enter the primary word of the vendor's name into the Name 1 field.
Enter "CEREAL".
54. Click the Look Up button.
Loak Up
55. Using the "contains" attribute can help you find all sorts of vendors. Click

the AMERICAN ASSOCIATION OF CEREAL CHEMISTS link to continue.
IBMERICAN ASSOCIATION OF CEREAL CHEMISTS]

56. We're almost done, but we need to learn one more very important lesson about
vendor names. Click the Look up Vendor ID (Alt+5) button.

=
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Step Action

57. NOTE: Because so many vendors begin with the same name, Vendor Registry
determined that the following list of words would not be used at the beginning of a
vendor name:

--North Dakota or ND
--Association of
--Society of
--National

So to find an association by primary words, click the Name 1 list to find "contains"
again.

hedgins with -

f- Regular Entry - Windows Internet Explorer ME B
e : - +. [ AN £ |-
(SE A I@, https‘,l’,l’www.connectnd.us,ipsp,l’ndft,I’EMPLOVEE,I’ERP,I’c)’ENTERJ’OUCHER?INFORMATION.\-'CHR?EXPRESS‘J % || X In Live Search

J File Edit Wiew Favorites Tools  Help

J 7 Favarites J 9% @ ConnectMD Opsrational Env...  #5 Suggested Sikss = @& | Web Slice Gallsry =

(& Reqular Entry

s«NDF T

Home

New window | Help | 8, =4
Look Up Vendor ID

SetlD: SHARE
vendor ID: |begms with;”
Short Vendor Name: | begins with v | |
Name 1: |begms with;”

i th I LI

contains
Persistence: = | =l
not=

«
Look Up | Clean = Basic Lookup

Search Results |7~

Classification:

Only the first 300 resu; yed. Enter mare information above and search again to reduce the number of search results.
Wiew All 1-100 of 300 [p] Last
endor ID  Short Wendor Name Name 1
0000000007 LINGOLMN-001 LINCOLN MATIONAL LIFE HCh Permanent
0000000002 PERSFLX-001 FERS-FLEXCOMP, MD Him Fermanent
0000000003 PERSIME-001 EERS GROUP INSURAMCE, MDY Hem Fermanent
0000000004 COLLECTCTR-001 COLLECTION CEMTER IMC HCw Fermanent
0000000005 PAULREVYERE-002 PAUL REVERE LIFE IMSURAMCE GROUP, THE Him Fermanent
0000000006 TFFR-001 RIO TEACHERS FUNDO FOR RETIREMEMNT MD HCh Permanent
0000000007 JSRETEEPUR-001 JOB SERVICE RETIREMERNT PLARN HEw Fermanent
0000000008 JACKEOMMAT-001  JACKSOMN MNATIOMAL LIVE INS CO Hom Fermanent
0000000009 YWADDELL-001 WWADDELL & REED FINAMCIAL SERVICES HCh Permanent
0000000010 MG LIFE-001 IMG LIFE IMSURAMCE & AMMUITY GO HCM Fermanent
nannannnd4 WMETHIEE.NN4 METERNEMN ITAR | IFE bl Parmanant LI

i start J -] J I & Regular Entry - Windo... J (7}

=

Step Action

58. Click the contains list item.

cantains
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(f‘ReguIar Entry - Windows Internet Explorer [_ =]
@t‘ - I@, https: /v, connectnd, us/psp/ndft/EMPLOYEE JERPC/ENTER. _YOUCHER _INFORMATION, YCHR_EXPRESS j % 2% In" Live Search 2|~
- ! . . ! - . _f . =

J File Edit Wiew Favorites Tools  Help

J 7 Favarites J 9% @ ConnectMD Opsrational Env...  #5 Suggested Sikss = @& | Web Slice Gallsry =

(& Reqular Entry

s«NDF T

| [Elg

Meswindow | Help | 5 ]

Look Up Vendor ID

SetlD: SHARE
vendor ID: |begms with ;”

Short Vendor Name: | begins with = | |

Name 1:
Classification: |= = =l
Persistence: |= = =l
Look Lip | Clear | Cancel |Elasic Lookup
Search Results
Only the first 300 results can be displayed. Enter mare infarmation above and search again to reduce the number of search results.
Wiew All 1-100 of 300 [p] Last
‘endor ID  Short Wendor Name Name 1 Classification Persistence
0000000007 LINGOLMN-001 LINCOLN MATIONAL LIFE HCh Permanent
0000000002 PERSFLH-001 FERS-FLEXCOMP, WD HCM Fermanent
0000000003 PERSIME-001 EERS GROUP INSURAMCE, MDY HCM Fermanent
0000000004 COLLECTCTR-001 COLLECTION CEMTER INC HC Permanent
0000000005 PAULREVYERE-002 PAUL REVERE LIFE IMSURAMCE GROUP, THE HCM Fermanent
0000000006 TFFR-001 RIO TEACHERS FUND FOR RETIREMEMNTMD HCh Permanent
0000000007 JSRETEEPUR-001 JOB SERVICE RETIREMERNT PLARN HCM Fermanent
0000000008 JACKEOMMAT-001  JACKSOMN MNATIOMAL LIVE INS CO HCM Fermanent
0000000009 YWADDELL-001 WWADDELL & REED FINAMCIAL SERVICES HCh Permanent
0000000010 MG LIFE-001 IMG LIFE IMSURAMCE & AMMUITY GO HCM Fermanent
nannannnd4 WMETHIEE.NN4 METENEN ITAR | IEE [ ad.T} Parmanan t LI

i start J -] J I & Regular Entry - Windo... J o

T @

Step Action

5 Enter "COUNTY ENGINEER"into the Name 1 field.

©

©

6 SIDE NOTE: Do you see the letters "HCM" under the heading of 'Classification’
on the search results? Never select an HCM vendor for a reqular agency voucher.
Those vendors are established for use by OMB and PERS payroll offices only.

Click the Look Up button to continue our topic.
Loak Up

6

=

This is a perfect example of what we have been talking about. Two associations
showed up using these primary words, the state association and the national one.
Notice that the words "National™ and "ND" will follow the primary words after a
comma. The acronyms are slightly different in the Short Name column.

Click the COUNTY ENGINEERS,NATIONAL ASSN OF link to continue.
[COUNTY ENGINEERS MATIOMAL ASSM OF|
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Step

Action

62.

Thank you for walking through these search methods. The ability to find the vendor
you need will save you and the Vendor Registry office so much time rather than
submitting a request for a new vendor.

If you cannot find a vendor using these methods, please assume that the vendor does
not exist and collect a W-9 from the vendor. Vendor Registry will not set up a new
vendor without this form. Use one of the forms from our website
(http://www.nd.gov/vr/registration/busreg.html), then submit a request to
spovendor@nd.gov when you have the signed W-9 collected from the vendor.

End of Procedure.
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ST 4.2.2 - Choosing the Correct Location in Vouchers
Choose the Correct Location in Vouchers

The Location, not the address, determines how a vendor will be paid in voucher. The Location
contains the correct method of payment (ACH or check) plus it is set up to be reportable or not, as
the situation warrants. Once the voucher enterer has determined what they are paying the vendor
for (services or supplies), the next step is to find the correct location.

For more information on this topic, please see the website
at http://www.nd.gov/vr/1099/choosing-correct-location.pdf
(http://www.nd.gov/vr/1099/choosing-correct-location.pdf)

Key Words:

location
locations
reportable
non-reportable
nonreportable

Version 1 dated 07/22/2010.

Procedure

This topic covers two scenarios that demonstrate the importance of choosing the correct location
when paying a vendor.
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6‘.:;." [&] https: [fuwuus. connectnd.us/psp/ndft [EMPLOYEE JERFhj7tab=DEFALLT

= & |4l x| [& Live 5earch

| File Edt Wiew Favorites Tools

Help

¢ Favorites (@ Emplayee-facing registry content

xsNDFT**

Fersonalize Content | Layout

Menu

Search:

\ &
[+ My Favorites

> Supplier Contracts

[ Wendors

> Purchasing

[ ePracurement

I Services Procurement
> Accounts Payable

[ Assel Management

[ Commitrment Gontrol

> General Ledger

- Set Up FinancialsiSupply Chain
[ Worklist

I Tree Manager

> Reporting Toals

[ PeopleTools

[ HD Utilities & Interfaces
I NDS Reports

— Tax Canter

— Backta Partal

— Change Wy Password
— Wy Personalizations

|— My System Profile

=]

Action

Click the Accounts Payable link.
i Accounts Payahlel
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{Z Base Navigation Page - Windows Internet Explorer [_ 2] x|
@T\-_} w |1 httms://wus connectnd us/pspindft/EMPLOVEEERP/s/WEBLIB_PTPP_SC HOMEPAGE. FieldFormula. Saript_AppHPipt_fiame=ePco_accolnts_pavasLEsrol || S ||+ || x| [R2 Live search |2+
| File Edit Wiew Favorites Tooks Help

¢ Favorites (@ Base Navigation Page

+*NDF T

Search:

()] Accounts Payable

[> My Favorites

[y e — Aceess PeopleSoft Payables
1 endors ﬁ Vouchers ﬁ Batch Processes Review Accounts Payable Info
> Purchasing Add, maintain, and approve wouchers. Process vouchers, payments, sccourting entries, clearing, and Run inguiries on vouchers, vendors, payments, and integration
> ePracuremant 5 AddUpdate revaluation. with systems.
[ Services Procurement [ Maintain 1 wo 3 vouchers
= D = Validate Posting Setun [ Paymerts
[ Vauchers
I» Batch Processes ﬁm
 Review Accounts Payable Creste accounts paysble reports
Info O ¥ouchers
[ Reparts [ oucher Reconciliation
[ Asset Management [0 Paymerts.
1> Commitrent Cantral D archiving

[ General Ledger

[» Set Up FinancialsiSupply
Chain

[ Warklist

[ Tree Manager

I Repotting Tools

[ PeopleTools

[> MD Utilities & Interfaces
[ MDS Reports

— Tax Center

— Backto Portal

— Change My Passward
— Wiy Personalizations

— Mty System Profile

) start J &

Step Action
2. Click the Vouchers link.
3. Click the Regular Entry link.
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{Z Regular Entry - Windows Internet Explorer

[_[5]x]
@;t - |g https: /. connectnd.us/psp ndft/EMPLOYEE JERF/c JENTER _YOUCHER_INFORMATICN. YCHR_EXPRESS. GEL?PORTALFARAM _PTCHAY=EP_WCHR_EXPRESS_C j D |+ || X | B2 Live Search R
| Fle Edt Wew Favorites Took Help

¢ Favorites @ Reqular Entry

x*NDF T+
(=13
New Windaw | Help | B

Voucher

Find an Existing Yalue y Add a New Value \
Business Unit: 32580 Q)
Youcher ID: MNEXT
Voucher Style: [Regular voucher =1
Short Vendor Nathe: PRAIRIE| aQ
Vendor ID: Q

Vendor Location: Q
Address Sequence Number: [ille}
Invoice Number: [

Invoice Date:
Gross Invoice Amount: 0.00
Lines Entered: 1

Add

Find an Existing Value | Add a New Valug

@ start J -3 J & Regular Entry - Windo...

Step Action

4, In this example, we are going to pay a REPORTABLE vendor for NON-

REPORTABLE goods. Click the Look up Short Vendor Name (Alt+5) button to
search on "Prairie."

You may have to scroll down the page to find the vendor name you need.

Click the PRAIRIE ROSE DATA PRODUCTS - FARGO link.
[FRAIRIE ROSE DATA PRODUCTS - FARGO|

7. Click the Look up Vendor Location (Alt+5) button.
8. As you can see, there are four locations set up for various payments. For this

voucher, click the 1099 NON-REPORTABLE SUPPLIES link.
[1089 NON-REFORTABLE SUPPLIES]

9. Enter the invoice information as usual into the Invoice Number field. For this
example, enter "toner cartridges".
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Step Action

10. Enter *50.00" into the Gross Invoice Amount field.

11. Click the Add button.
Add

{Z Regular Entry - Windows Internet Explorer

[_[5]x]
GT\.;' |g https: /e, connectnd.us/psp/ndft/EMPLOYEE JERF/c JENTER _YOUCHER_INFORMATION. WCHR_E=PRESS. GEL?PORTALPARAM_PTCHAW=EP_WCHR_EXPRESS_C j YRS |';' Live Search L
| File Edit Wew Favorites Tooks Help

7 Favorites & Reqular Entry

xNDFT#*

(=13

Mew Window | Help | Custornize Page | =

neep

| Invoice Information '\ Payments |~ Woucher Aftributes

Business Unit: 32580 Invoice Number;  [toner cartridges Budget Status:
Voucher ID: MEXT Invoice Date: D6/22i2009
Voucher Style:  Reqular Action: j' M M‘
PO Unit: @ Purchase Order: @ _CopyPO Worksheet Copy Option: | None id
vendor:  [0000000311 Q “Pay Tarms: 00 Q@ Mow 77  BasisDtType InvDate
Naime: PRAIRIE RO-009 Cantrol Group: a Comments(0)
Location:  [REMITT Q Accounting Date; |07/02(2003
*Address: 2 QU agvanced Vendor Search  “Currencyt usD @ Mon Merchandise Surmrmary
PRAIRIE ROSE DATA PRODUCTS - Total: 50.00  Calculate
FARGO Session Defaults
17 BRIARWOOD PLACE \Withholdin
POBOX 7428

FARGO, ND 58106-7428

Packing Slip:

Main Content:

= Line ‘Distribute by Hem Description Quantity UOM Unit Price Extended Amount
1 [amount =] | Q| [ a | [ 50.00

Ship To SpeetChart

BLHSC  Q Q ™ Use One Asset ID Calculate

~ Distribution Lines
GL Chart
Copy

o Amount  Quantity 'GLUnit  Account Openttem Oper Unit Fund Dept Program  Class DBl project Activity source

EEr  [mm[ pmwal al e[ al JalJa[ _al _a[__a] a al—

" Exchange Rate | Statistics

Business Unit: 32550

Voucher ID: MNEXT

Invoice Lines
Print Invoice 0.000

Misc Charge Amount
Freight Amount =]

« I ;l_l
&) start J é J & Regular Entry - Windo... - ’7

Step Action

12. The Withholding link is going to show up even though you selected the right
location, because the vendor itself is reportable.

Click this link to make sure that your voucher will report correctly (or not).

ithhalding
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[_[5]x]
@;t - |g https: /. connectnd.us/psp ndft/EMPLOYEE JERF/c JENTER _YOUCHER_INFORMATICN. YCHR_EXPRESS. GEL?PORTALFARAM _PTCHAY=EP_WCHR_EXPRESS_C j ERIEES |Jf,' Live Search R
| Fle Edt Wew Favorites Took Help

¢ Favorites @ Reqular Entry

xxNDFT#*

(=13

Mew Wiindow | Help | Customize Page | &

Withholding Information
Backto Invoice
Unit: 32580 Invoice:

toner cartridges Vendor:
VAT Entity:

0000000311 PRAIRIE ROSE DATA PRODUCTS - FARGO)

Moucher: MNEXT Date: 08/22/2008

Postpone Withholding [~

Invoice Line Withhold Information

First 4 1 of 1 [ Last

Line Description

Code
1 I

Withholding Details

Al B First {4 orq B Last

'Withholding
A » U I - Contract  |Rule Apphy -
Entity Tyne ‘Jurisdiction | *Class Baslr?i::n Reference (Override |Withholdin Applicable

[ aa—a a [ alpamen [ 0 |[®[=

&) start J é J (& Regular Entry - Windo...

Step Action
13.

Because you selected a location that was set up as "non-reportable,” the
Withholding Details on this screen are blank. That is what you want to see when

you are purchasing goods or commodities. Click the Back to Invoice link after
verifying that everything looks correct.

14.

Whenever you are using a non-reportable location on a reportable vendor, you will
receive an error message like the one on the following page.
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{Z Regular Entry - Windows Internet Explorer [ T= 1]

@_:\ » [E] https:/wuw connectnd us/pspindft/EMPLOVEE ERP/c/ENTER_VOLUCHER_INFORMATION. #CHR_EXPRESS. GBL7Folder=HYFANORITES =l & |42 ]| x| [£2 e searcn
o/
| File Edit W¥iew Favorites Took Help

o7 Favorites @ Regular Entry

++NDF T

(=13

Mews vindaw | Help | 51

Invaice line is withhold applicakle but withholding information not provided. (7030,347)

Mo withholding information has been entered for the voucher line that is marked as withholding,

Fress CANCEL to go back and enter the withhalding infarmation
Press OK to change all voucher lines to non-withholding and save the wvoucher.
oK Cancel

& start| | & || & regular entry - windo...

lo|*[G@

Step Action
15.

This warning message will appear when saving a voucher where there is a
withholding link with the actual 1099 information removed, like in our current
example. The system is giving you the option of going back to enter the missing

withholding information - by clicking CANCEL - or keeping the voucher lines as
non-withholding - by clicking OK.

Since we do not want reporting on this voucher, click the OK button.
0K

16. This next example will show how a reportable vendor (Midcontinent Business

Solutions) can have a variety of reportable and non-reportable locations to choose
from.
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[_[5]x]
@T\;v |g https: /. connectnd.us/psp ndft/EMPLOYEE JERF/c JENTER _YOUCHER_INFORMATICN. YCHR_EXPRESS. GEL?PORTALFARAM _PTCHAY=EP_WCHR_EXPRESS_C j ERIEES |Jf,' Live Search R
| Fle Edt Wew Favorites Took Help

¢ Favorites @ Reqular Entry

xxNDFT#*

(=13

e Window | Help |

Voucher

Find an Existing Yalue y Add a New Value \

Business Unit: [3z560

Voucher ID: =

Voucher Style: [Regular voucher =1
Short Vendor Nathe: W aQ

Vendor ID: l— Q

Vendor Location: l— Q

Address Sequence Number: [ille}

Invoice Number: [

Invoice Date:

Gross Invoice Amount: 0.00

Lines Entered: 1

Add

Find an Existing Value | Add a New Valug

@ start J -3 J & Regular Entry - Windo...

Step Action

17. Click the Look up Short Vendor Name (Alt+5) button to search on "midco."

18. Click the MIDCONTINENT BUSINESS SOLUTIONS link.
MIDCONTINENT BUSINESS SOLUTIONS]

19. Click the Look up Vendor Location (Alt+5) button.

=
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Step Action

20. There are three locations on this screen that most users should never select:
1. MAIN - this one tells you to select another location.
2. 614291 - If you do not work for Voc Rehab, you will never use this.
3. BIDS - This is for the bidder system information only, not payments.
Therefore, your only payment choices for this vendor are:
1. 1099REPORT - For services other than advertising.
2. 2REMIT - Midcontinent wants their advertising payments to go to a specific
address, so you would select this location for advertising bills.
3. REMIT - Non reportable payments for utilities (monthly cable) or supplies.
Click the ADVERTISING-3901 N LOUISE AVE link on 2REMIT for this topic.

DVERTISIMNG-3301 M LOUISE AVE
21. Enter "1000.00" into the Gross Invoice Amount field.
22, Click the Add button.

Add
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[_[5]x]
@T\;v |g https: /. connectnd.us/psp ndft/EMPLOYEE JERF/c JENTER _YOUCHER_INFORMATICN. YCHR_EXPRESS. GEL?PORTALFARAM _PTCHAY=EP_WCHR_EXPRESS_C j ERIEES |Jf_' Live Search R
| Fle Edt Wew Favorites Took Help

¢ Favorites @ Reqular Entry

xxNDFT#*

Home 5 i Sion out
(=13

Mew Window | Help | Custarnize Page | B

neep

| Invoice Information '\ Payments | Woucher Aftributes

Business Unit: 32550 Invoice Number: [T ads In June
Voucher ID: NEXT Invoice Date: 08/20i2009 [H

Voucher Style:  Reqular Action: j' M M‘

Budget Status:

PO Unit: @, Purchase Order: Q@ | CopyPO Worksheet Copy Option: |None >

vendor: 0000061825 [s% “Pay Terms: 00 Q Now 7§  BasisDtType InvDate

Narme: MIDGONTINE-005 Q Control Group: a Comments(0)

Location:  [2REMIT a Accounting Date: |07/02(2009

*Address: 4 QU agvanced Vendor Search “Currencyr usD Q@ Mon Merchandise Surmmary
MIDCONTINENT BUSINESS Total: 100000 _Calculate |

SOLUTIONS Session Defaults
MIDGONTINENT COMMUNICATIONS

ADVERTISING ithiholdin

3901 N LOUISE AVE
SIOLX FALLS, SD 47107

Packing Slip:

= Line ‘Distribute by Hem Description Quantity UOM Unit Price Extended Amount
1 [amount =] | a | | a | [ 1,000.00
Ship To SpeadChart

BLHSC G Q I Use One Asset ID Calculate

~ Distribution Lines
GL Chart Exchangs Rate | Statistics
Copwy

ooy Amount  Quantity *GLUnit  Account Openitem Oper Unit Fund Dept Program  Class DS Broject Activity Source

mEr  [Cmm[ pEwal al e[ al Jal Ja[ al al__a] a] al—

First " 1af1 " Last

Business Unit: 32550
Voucher ID: MNEXT

Invoice Lines
Print Invoice 0.000

Misc Charge Amount =
Freight Amount =
<

&) start J é J (& Regular Entry - Windo...

Step Action

23. Because the Withholding link appears, we will want to make sure that the screen is
set up correctly for our payment.

Page 106



Training Guide
Module 4 — Accounts Payable

{Z Regular Entry - Windows Internet Explorer [_[=]x]
@:\/ - |E htps: fruuuwt. connectnd.us]psp{ndft EMPLOVEE {ER.P/c/ENTER_VOLCHER_INFORMATION. VCHR_EXPRESS.GBL7PORTALPARAM_PTCHAV=EP_WCHR_ExPRESS_c | & || #4]| X |:F Live Search geais
| File Edit W¥iew Favorites Took Help
¢ Favorites (@ Regular Entry
«+NDFT*
=13
Mew Wiindow | Help | ¢ Page | 5
Withholding Information
Backtn Invoice
Unit: 32580 Invoice: TV ads in June Vendor: 0000081925  MIDCONTINENT BUSINESS SOLUTIONS
VAT Entity: Voucher: MEXT Date: 0E/30/2009
Postpone Withholding ™
Invoice Line Withhold Information nd | View A First [4] 1 or 1 [ Last
Line Description L i =
1 Code .
Withholding Details Cusiy vigw Al | B First [0 1004 [ Last
Withholding |6 oract — |Rule Apply
“Entity Tvpe *Jurisdiction*Class ', |Basis Amt e et o« | Applicable
’7 /\ Override Owverride |Withholding
‘1|\RS Q|1099Q FED @ o7 Si| Q|Payment | ¥ “El
Aistart| | & |[ @ regular entry - windo... | n|5‘ F
Step Action
24, This page shows that the location we selected is set up for reporting on withholding

class 07 as it should be for advertising expenses.Click the Back to Invoice link.

25. After checking the withholding link, users would normally budget check the voucher
and continue processing it for payment. We will stop here for this topic.
26. You have just seen a variety of ways to select the proper location for your vouchers.

These instructions demonstrate how important this is for entering vouchers

correctly. It will also save time when it comes to cleaning up your agency's 1099-
MISC reporting.

End of Procedure.
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ST 4.2.3 - Paying State Employees

Paying

Specific

There is

State Employees
rules are to be followed when making all payments to employees:

When using PeopleSoft Financials, a "state employee" is defined as a worker employed
by a state agency on the PeopleSoft payroll system and who has been assigned an
employee ID (EMPL ID).

Even though a worker is employed by a state agency other than the one making the
reimbursement, that worker is still considered a "state employee."

All payments to employees of state agencies are to be made using the EMPL ID.

This rule does not apply to employees of the ND University System, however. Please
contact Vendor Registry at spovendor@nd.gov to request a separate vendor number to be
set up for a Higher Ed employee.

If a payment to an employee needs to be reported on a 1099, regardless of the dollar
amount, a second location called 1099 will be added to the employee's vendor that will
allow reporting.

The default location will remain HOME as entered automatically through Payroll. You
can choose the correct location while entering the voucher. This topic will walk the user
through the various options.

much more information on this topic available at: (http://www.nd.gov/vr/docs/1099-

payments-to-ee.pdf). Please refer to that website as well.

Key Words:

location
location

S

reportable
non-reportable

nonrepo

rtable

employee

contract
stipend

honorarium

refund
refunds

Version

1 dated July 22, 2010.

Procedure

This topic shows how to pay employees of state agencies for reimbursements or temporary,
reportable services.

PLEAS

E NOTE: Any employee paid for services outside of their normal scope of work should

be set up on payroll as a "multiple job" employee. These instructions are for one-day or
occasional stipends for performing work for another agency than their employer.
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{Z Employee-facing registry content - Windows Internet Explorer

Training Guide
Module 4 — Accounts Payable

6: =[] https: v, connectnd. usfpspindft/EVPLOVEE ERP/h Thab=DEFALLT

El[ & |42 ]| x| [82 e searcn o

| File Edit Wiew Favorites Tooks  Help

<7 Favorites (& Employee-Faring registry content

++NDF T+

Personalize Content | Layout

Menu ]
Search:

[ ®
> My Favorites

- Supplier Contracts

[ Wendars

[ Purchasing

> eProcurement

[ Gervices Procurement

> Accounts Payahle

[ Agzet Management

[- Commitment Contral

[ General Ledger

[> Set Up Financials/Supply Chain
- Wiorklist

[ Tree Manager

[ Reporting Tools

[ PeopleTools

[ ND Utilities & Interfaces

- NDS Reports

- Tax Center

- Back to Porial

— Chanoe My Password

- My Personalizations

|- My Swstern Profile

&/ start J -] J & Employee-facing regL..

Home

Step Action

1. Click the Accounts Payable link.

[l Accounts Payahlel
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"Base Navigation Page - Windows Internat Explorer [ =] x|

6_\: v [&] https: .

connectndus{psp/ndft EMPLOYEE(ERF/5/WEBLIB_PTPP_SC,HOMERAGE. FieldFormula. Seript_appHP2pt_frsme=Erco_accounts_pavasiesrok 7| & || 42 || x | [ Lve Search L~

| Fle Edt Wew Favorites

Tools  Help

¢ Favorites & Base Naviga!

tion Page

xxNDFT#*

Search:

®

> Mty Favorites

> Supplier Contracts

[ Vendars

I Purchasing

[ eProcurement

[> Services Procurement

[> Vouchers

[ Batch Processes

[ Rewiew Accounts Payable
Infa

[* Reports

I Asset Management

> Commitment Caontral

[> General Ledger

> Set Up FinancialsiSupply

Chain

[ Warklist

[ Tree Manager

I Repotting Tools

[ PeopleTools

[> MD Utilities & Interfaces

[ MDS Reports

— Tax Center

— Backio Portal

— Change by Passwaord

— Wiy Personalizations

— bty System Prafile

i start J -3

J (& Base Navigation Pag,

Accounts Payable

Access PeopleSoft Payables.

Youchers
Add, mairtain, and approve vouchers

[ AddUpdlate

Batch Processes

Process vouchers, payments, accourting ertries, clearing, and
revaluation

[ Wouchers

= Validste Posting Setup

Review Accounts Pavable Info

Run inguiries on vouchers, vendors, payments, and integration
with systems

3 vouchers

[ payments

[ Approve

Reports

Creste accounts paysble reports:
L Vouchers

53 Yaucher Reconeiliation

[ Payments

[ Archiving

]

Action

Click the Vouchers link.

Click the Regular Entry link.
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{Z Regular Entry - Windows Internet Explorer [_ 2] x|
@‘\__: w [E] https:jwuw connectnd us/pspindfa/EMPLOVEE ER P/ [ENTER_VOLUCHER_INFORMATION. VCHR_EXPRESS, GBL?Folder=MYFAVCRITES =l S J[#2 ) | [ ce search £~
| File Edit W¥iew Favorites Took Help

o7 Favorites @ Regular Entry

«NDFQ#+

(=13

nlew Window | Help |

Voucher

[ Find an Existing Yalue | Add a New Value

Business Unit: 32580 O
Woucher ID: NEXT
Voucher Style: [Regularvaucher =1

Short Vendor Name: Q
Vendor ID: | Q
Q

Vendor Location:

Address Sequence Number: 0
Invoice Number:

I
Invoice Date: =

Gross Invoice Amount: 0.00
Lines Entered: 1
Add

Eind an Existing Value | Add a Mew Value

& start| | & || & regular entry - windo...

Step Action

4. In the first example we are going to reimburse a fictitious employee for travel
reimbursements. Enter “7999999" (a 7 and six 9's) into the Vendor ID field.

5. Click the Look up Vendor ID (Alt+5) button.

=

6. Click the 7999999-001 link.

By looking up the Vendor ID, the voucher user can make sure the correct name
matches up with the EMPL ID entered.
7999999-001
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[_[=]]
GT;" [ https: v, connectnd. us]pspincfa/EMPLOYEE /ERP/c [ENTER_YOLCHER_INFORMATION, VCHR_EXPRESS. GBLTFolder=11YFAYVORITES =1 & [ #2f x| [ ve search L

| Fle Edt Wew Favorites Took Help

¢ Favorites @ Reqular Entry

**NDFQ=*

(=13

Home s Sign out

B
=

e Window | Help |

Voucher
Find an Existing Yalue y Add a New Value \

Business Unit: [3z560

Voucher ID: =

Voucher Style: [Regular voucher =1
Short Vendor Name: IW aQ

vendor ID: [Fesomen @

Vendor Location: W Q

Address Sequence Number: 1Q,
Invoice Number: [

Invoice Date:

Gross Invoice Amount: 0.00

Lines Entered: 1

Add

Find an Existing Value | Add a New Valug

& start J -3 J & Regular Entry - Windo... J o | = ’7

Step Action
7. Let's check out the location next.

Q
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{2 Regular Entry - Windows Internet Explorer

@_\:\/ )% [] htps:junns. connectnd. usipspindfa/EMPLOYEE [ERP/c/ENTER_WOUCHER_INFORMATION YCHR_EXPRESS. GELTFolder=hyFAVORITES =l & |[#2 ]| x| [&2 cve searcn £~

| Fle Edit Wiew Favorites Took Help

¢ Favarites @ Regular Entry

~*NDFQx

=/

New indow | Help | 1,

Look Up Vendor Location

SetlD: SHARE
Wendor ID: 7988938
vendor Location: [ begins with x| |

Lnnkupl Claar | Cancel |EIa5|ELUnkup

Search Results
1-2of2

‘endor Location Description

1099 1093 REPORTABLE SERWICES

HOME EMPLOYEES HOME ADDRESS
& start! J @ J & Regular Entry - Windo... J o ‘? |:

Step Action

8. We will stop here and explain the different locations an employee can have. The
location of HOME will always be the default location; this means that if no location
is selected by the user, this one will fill in. The HOME location is to be used for all

reimbursements, especially travel. There is no 1099 reporting set up on this
location.

If a state employee receives the occasional payment for services outside the scope of
their normal work duties, such as a speaking fee, they will have another location set

up called 1099 REPORTABLE SERVICES. This location is set up for reporting on
a 1099-MISC form.

In this case, click the HOME link.

HOME
9. Enter "trip to washington DC" into the Invoice Number field for this example.
10. Enter "08/09/2009" into the Invoice Date field.
11. Enter "1234.56" into the Gross Invoice Amount field.
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Step Action

12. Click the Add button.
Add

{Z Regular Entry - Windows Internet Explorer

[_[=1x]
@T\-_;-v [ https: /v, connectnd. us/pspindFa/EMPLOYEE/ERP/c /ENTER,_VOUCHER_INFORMATION, VCHR_EHPRESS. GBLTFolder=MYFAYORITES =l & 42 f x| [ Live search P
| File Edit Wiew Favorites Tooks Help

i Favorites (@ Regular Entry

+*NDFQ=*

Home | 4 0 e es | Sionout
=

Mew wiindow | Help | Custornize Page | =

neep —

| Invoice Information '\ Payments |~ Woucher Aftributes

Business Unit: 32580 Invoice Number; }P {2 washington DC
Woucher ID:  NEXT Imsmice Date: 08/08i2008 [

Voucher Style:  Regular Action: - Run Print Invoice.

Budget Status:

PO Unit: Q. Purchase Order: @ _CopyPO Worksheet Copy Option: | Hone -

venhdor: 7999999 Q “Pay Terms: 00 Q Mow = Basis Dt Type Inv Date

Name: WO\ Control Group: —Q Corrments (i

Location: [HOmME Q Accounting Date: [0arz8rz00a | [&)

*Address: ,_1Q Advanced Yendor Search  *Currency: WQ Ion Werchandise Summary
TEST EMPLOVEE Total: [ 12356 _Caloulats

EMPLOYEES HOME ADDRESS Bession Defaults
ANYWHERE AVE

Withholding
BISMARCK, MD 58501

Packing Slip:

Invoice Lines

[=] Line -“Distribute by Item Description Quantity UOM Unit Price Extended Amount
1 [amount x| | a | [ Q | 1,234.58
Ship To SpeedChart

BLHSC QU &

I use one Asset ID Calculate
nd B First [ aera [ Last

~ Distribution Lines

GLChart Y Exchange Rate j  Stafistics
Copy T . _ . Source
Down Amount Quantity *GL Unit  Account Oper Unit Fund Dept Class Budget Date Activity Tyne
=N =l 1[ 1238586 37500 O Q Q Q Q Q. 082512009 | Q Q

Business Unit: 32580

Voucher ID: MNEXT

Invoice Li
Print Invoice voice Lines 0.000

Misc Charge Amount =

Freight Amount =

4] | L'LI
distart| | & |[@ regular entry - Windo... | n.|§‘ BE

Step Action

13. Click the Withholding link.

Even though we know that there should be no reporting on the HOME location, it is
smart to always double check if you see this link appear.
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{Z Regular Entry - Windows Internet Explorer

[_[=]x]
G_\_; w [E] https:jwuw connectnd us/pspindfa/EMPLOVEE ER P/ [ENTER_VOLUCHER_INFORMATION. VCHR_EXPRESS. GBL?Folder=MYFAVCRITES jl&[ 4| x| [& Live Search £~
| File Edit W¥iew Favorites Took Help
¢ Favorites (@ Regular Entry

~NDFQ#

(=13

Mew Window | Help | Page |

Withholding Information

Backta Invoice

Unit: 32580 Imvoice:
VAT Entity:

trip to washinoton DC Vendor: 7939493
Woucher: MEXT

TEST EMPLOYEE
Date: 08/09/2009

Postpone Withholding ™

Invoice Line Withhold Information

First 4] 1 or 1 [ Last

" +
Line Description i =l
Code
4 2

Withholding Details

First (4 1 of 1 ] Last

'Withholding
I N 1 Contract  |Rule
“Entity *Jurisdiction | *Class Basls_nrm Override V\mhhumln Applicable
Override

||_Q||_Q|_Q e  afpamen [ 0 [B[E

#start| | @ |[@ reguiar entry - windo... |o |2 G@

Step Action

14. This page is blank, the way it should be.
Click the Back to Invoice link.

15. Voucher users would continue entering in the accounting information necessary for

this travel reimbursement and save the voucher. Upon saving, the user will get the
warning on the screen on the next page.
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[_[5]x]
@‘\‘;v |g https: /. connectnd.us/psp ndfa/EMPLOYEE [ERF /e [ENTER _YOUCHER _TMFORMATION. YCHR_EXPRESS. GBL?Folder=MYFAVYORITES j ERIEES |Jf' Live Search P
| Fle Edt Wew Favorites Took Help
¢ Favorites @ Reqular Entry
«~+NDFQs+

(=13

New indow | Help | 8

Invoice ling is withhold applicable but withholding information not provided. (7030,247)

Mo withholding information has been entered for the voucher line that is marked as withholding

Press CANCEL10 0o back and enter the withholding information
Press Ok to change all voucher lines to non-withholding and save the voucher.

0K Cancel

&/ start J -3 J (& Regular Entry - Windo...

| e [GE

Step Action
16.

This screen will appear whenever a non-reportable location is used on a reportable
vendor, in this case, an employee that also receives contract pay.

Click OK to keep the reimbursement non-reportable.
O
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{Z Regular Entry - Windows Internet Explorer

@_.: w [B] https:/jwun connectnd us/pspindft/EMPLOVEE ERP/c[ENTER_VOLUCHER_INFORMATION. CHR_EXPRESS. GBL7PORTALPARAM_PTChAN=EP_icHR_FxPress_c x| G ||+ || x| [BF Lve search £~

| File Edit W¥iew Favorites Took Help

o7 Favorites @ Regular Entry

+*NDF T
(=13
Mew Window | Help | &
Voucher
[ Find an Existing Yalue | Add a New Value
Business Unit: 32580 O
Woucher ID: NEXT
Voucher Style: [Regularvaucher =1
Short Vendor Name: Q
Vendor ID: Q

Vendor Location: Q
Address Sequence Number: 0

Invoice Number:

I
Invoice Date: =

Gross Invoice Amount: 0.00
Lines Entered: 1

Addd

Eind an Existing Value | Add a Mew Value

Astart| | & |[@ Regular entry - windo... | n.|f" F

Step Action

17. In the next example we are going to pay this same employee a one-time payment for
contract work. Enter "7999999" in the Vendor ID field (a 7 and six nines).
18. An employee vendor ALWAY'S defaults to their HOME location, which is not set

up for reportable payments. Click the Look up Vendor Location (Alt+5) button.

19. This screen shows how Vendor Registry labels the location for employees. Click
the 1099 REPORTABLE SERVICES link.

[1099 REFORTABLE SERUIC@

20. Enter the appropriate information for your voucher in the Invoice Number field.
For this exercise, enter "PAY FOR SERVICES".
21. Enter "600"in the Gross Invoice Amount field.
22. Click the Add button.
Add
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6: w ] https: frovn.connectnd. usfpspindft/EMPLOVEE [ERP/c/ENTER_YOLCHER_INFORMATION. #CHR_ERPRESS. GBLTPORTALPARAM_PTCHAN=EP_wcHR_ExPress_c x| G || 44#/[ x| [& Live search

2l
| File Edit Wiew Favorites Tooks  Help

o Favorites @ Regular Entry

+*NDF T+

=
Mew Windaw | Help | C Page | B Al
| Invoice Information '} Paymenis | Vaucher Aftributes
Business Unit: 32580 Invoice Number:  |PAY FOR SERVIGES Budget Status:
Voucher ID:  NEXT Invoice Date: DBia0200%

Voucher Style:  Regular Action: - Run Print Invaice:.

nit: urchase Order: forksheet Copy Option: | None =
PO Unit: @, Purch Ord @, _CopyPO Worksheet Ci Opti 3l

Vendor:  [73gagag Q “Pay Terms: [50a now 7 BasisDtType InvDate
Name: 7889985-001 & Control Group: Q Commentsid)
Location:  |1099 Q Accounting Date: M@
*Address: |—10\ Advanced Vendor Search  *Currency: WO\

TEST EMPLOYEE Total: 600.00 Calculate
EMPLOYEES HOME ADDRESS
ANTWHERE AVE

BISMARCK, ND 58501

Mon Merchandise Sumrmary

Session Defaults
wiithholding

Packing Slip:

Invoice Lines

El Line ‘Disfribute by Hem Description Quantity UOM Unit Price Extended Amount
1 [amaunt =] | a | [ a | [ 600.00
Ship To SpeedChart

BLHSC Q@ [oz0z @

~ Distribution Lines

™ use One Asset ID Calculata

Exchange Rete | Statistics

Amount Quantity "GL Unit Account

Openltem Oper Unit Fund Dept Program  Class E"C“ﬁ Project Activity Source

Unit Type
1 600.00 37500 Q [F23085 Q Qfaor @ [z1z @ [ozoz @ o [so17o @ [3z8500 @ [z712 Q_ [oo Q [Frro7

Business Unit: 32580
Voucher ID: MNEXT

Frint Invoice Imvoice Lines 0000

Misc Charge Amount

Freight Amount

Bl | LlLI
@ start J é J & Regular Entry .. -

Step Action

23. It is good practice to always click the Withholding link it if shows up on a voucher.

ithholdir
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{= Regular Entry - Windows Internet Explorer [_ (=] x]

@_\_: w |] https:jwuw connectnd us/pspindft/EMPLOVEE ERP/c/ENTER_UOLUCHER_INFORMATION. CHR_EXPRESS. GBL7PORTALPARAM_PTCHAN=EP_icHR_ExPress_c || G ||+ || x| [BF Lve search

2l
| File Edit W¥iew Favorites Took Help

o7 Favorites @ Regular Entry

+*NDF T

(=13

Mew Window | Help | Page |

Withholding Information

Backta Invoice

Unit: 32580 Invoice:  PAY FOR SERVICES Vendor: 7959953 TEST EMPLOYEE
WAT Entity: Vfoucher: MEXT Date: 06/30/2009

Postpone Withholding ™

Invoice Line Withhold Information nd | iews A First [4] 1 or 1 [ Last
" +
Line Description i =
Code
~
1
Withholding Details Custy vigwe sl | B First [ 1o 1 0] Last
'Withholding
I N 1 Contract  |Rule
’7Em *Jurisdiction | *Class Basls_nrm Override V\mhhumln Applicable
Override
|\RS Q| 099 Q |[FED @ ‘m | Q|Payment ¥ ‘-‘El

& start| | & || & regular entry - windo...

Step Action

24, Click the Look up Class (Alt+5) button if you need to see if any other withholding
classes are available.

25. In this situation we want to leave the class as Non-Employee Compensation because
the payment is for services. Class 03 should be used for unearned income only (no
services were provided). Click the 07 link.

26. Click the Back to Invoice link.
Backto Inwvaice
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[_[5]x]
y =t sl & |+ -7} 2l
& ® | &] https: frwvwr.connectnd.us/pspjndft/EMFLOVERERFCIENTER_VOUCHER_INFORMATION. YCHR_ERPRESS. GBLZPORTALPARAM_PTCHAY=EP_WCHR_EXFRESS & E 4 || K | | Live Search
| File Edit Wew Favorites Tooks Help

7 Favorites & Reqular Entry

xxNDFT#*

=3

Mew Window | Help | Customnize Page | B 4]

| Invoice Information '\ Payments |~ Waucher Aftributes

Business Unit: 32580 \voice Number: P2 FOR SERVICES

Budget Status:
oucher ID: NEXT Invoice Date: 0B/30/2009 (5
Voucher Style:  Regular Action: ~| Run | Printinvoice

PO Unit: @, Purchase Order: @, CopyPO Worksheet Copy Option: | Mone B
Vendor: 7399998 Q “Pay Terms: 00 Q Mow i Basis Dt Type Inv Date
Name: 7989985-001 Q Control Group: Q Comments(l
Location:  [1088 Q Accounting Date: [07/0212008 [
*Address: 1 agvanced Vendor Search  *Currency: UsD & bon Merchandise Summary
TEST EMPLOYEE Total: 600.00 Calculate

EMPLOYEES HOME ADDRESS
ANTWHERE AVE

Session Defaults

wiithholding
BISMARCK, ND 58501
Packing Slip:
[=] Line ‘Distribute by Item Description Quantity UOM Unit Price Extended Amount
1 [amount x| | aQ 600.00

Ship To SpeedChart

BLHSC @ |0202 Q ™ Use One Asset ID Calculate

~ Distribution Lines

Customize | Find | iew
GL Chart Exchange Rate | Stafistics | Assets
%ﬁ Amount Quantity "GL Unit Account Openltemn Oper Unit Fund Dept Program  Class Eg“Bus Project Activity Source

Unit Tvpe
EC 1 600.00 32500 Q [623085 Q Q foor Q@ [z12 @ [ozoz Q Q [eo170 @ [az800 @ [zm2 a [oo Q [FFro7

Business Unit: 32580

Voucher ID: MNEXT

Invoice Li
Print Invoice voice Lines 0.000
=

Misc Charge Amount

=
Freight Amount =

4] | |
& start J é J & Regular Entry - Windo... A=

Step Action

217. After checking the withholding link you can save and budget check the voucher.
(Click an entry in the list when in "Try It" mode.)

[

28. You have just seen how to select the proper location when paying state employees.
By selecting the correct location for your situation, you can save your agency and
the employee a headache!

If you would like more detailed information on paying employees, please see the
web site at http://www.nd.gov/vr/1099/payments-to-employees.pdf.
End of Procedure.
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ST 4.2.4 - Checkoff Refunds from Commodity Groups
Checkoff Refunds from Commodity Groups

This topic concerns AP users from the agricultural commodity groups that enter vouchers for
their check-off refunds of grain tax assessments. It can also be instructional to other agencies as
to why they should not select any location that says "Commodity Group Use Only."

Key Words:

location
locations
non-reportable
nonreportable
checkoff
check off
refund

refunds

Version 1 dated July 23, 2010

Procedure

Several state agencies are also agricultural commodity groups who do special reporting on an IRS
1099-G form. Vendor Registry has set up unique locations for them to use. For this exercise,
pretend that you need to refund a tax assessment for an agricultural commodity.
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dows Internet Explorer

G‘\: ® [] https:/jwum connectnd.us/pspincit EMPLOVEEERF hj?tsb=DEFALLT

*| X

\& Live Search

| File Edit Wew Favorites Tooks Help

i Favorites (@ Employse-Facing registry content

xNDFT#*

Fersonalize Content | Layout

Menu ]
Search:

[ &
[ My Fawarites

> Supplier Contracts

[ Wendors

- Purchasing

(> BFrocurement

(> Services Procurement

[ Accounts Payahle

[ Asset Management

[ Commitment Control

[ General Ledoer

[ SetUp Financials/Supply Chain
- Wiorklist

[ Tree Manager

(- Reporting Tools

[ PeopleTools

[ ND Wtilities & Interfaces

- NDS Reports

— Tax Center

- Back to Poral

- Change Wy Password

- My Personalizations

|- My Swstern Profile

&/ start J é J @ Employee-facing regi...

=l

=
[«

Step Action

1. Click the Accounts Payable link.
i Accounts Payahlel
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{Z Base Navigation Page - Windows Internet Explorer [_ 2] x|
@T;- - |E htps: /v, connectnd.usfpsp{ndft EMPLOVEE {ER.P/s{WEBLIE_PTPP_SC.HOMEP AGE.FieldFormula. ISeript_ppHPTpt_fname=EPCO_ACCOUNTS_PavalEeFok ]| G || ##]( X | |£' Live Search |||
| File Edit W¥iew Favorites Took Help

¢ Favorites @ Base Navigation Page

++NDF T+

Search: L

@ Accounts Payable

- My Favorites

> Supplier Contracts Acoess PeopleSoft Payables
[> vendars Youchers Batch Processes Review Accounts Pavable Info
> Purchasing Addt, mairtain, and spprove vouchers, Process vouchers, payments, sccourting entries, clesring, snd Run inguiries on vouchers, vendors, payments, and integration
I eProcurement [ AddUpdate rewaluation. with systems.
> Services Procuremment = Msintsn [ Wouchers [ Youchers
[ Approve = Validate Posting Setun [ Paymerts
[ Vouchers
1> Batch Processes ﬁm
b Review Accounts Payable Creste accounts payable reports
Infin 3 Wouchers.
> Repons [ Youcher Reconcilistion
[ Agset Management EP—E‘*’"!e—""S
1> Commitrnent Cantral uchiving

> General Ledyer

I Set Up FinancialsiSupply
Chain

[ Worklist

[> Tree Manager

> Reporting Tools

> PeopleTools

[ ND Utilities & Interfaces
I NDS Reports

— Tax Center

— Back to Portal

— Change by Password
— hily Personalizations

|~ by Systern Profile

& start| | & || & Base Mavigation Pag | ﬁ-| : F

Step Action
2. Click the Vouchers link.
3. Click the Regular Entry link.

Page 123



{Z Regular Entry - Windows Internet Explorer

@;t @[] https: . connectnd.us/pspindft /EMPLOVEEJERF/c/ENTER_VOLUCHER_INFORMATION. YCHR_EXPRESS. GBL7PORTALPARAM_PTCNAY=EP_VCHR_ExPRESS_C || &R || *##|| X | [BF Live Search L

| Fle Edt Wew Favorites Took Help

¢ Favorites @ Reqular Entry

x*NDF T+
(=13
New Windaw | Help | B
Voucher
Find an Existing Yalue y Add a New Value \
Business Unit: [EEEESN

Youcher ID: MNEXT
Voucher Style: [Regular voucher =1
Short Vendor Name: Q
Vendor ID: Q

Vendor Location: Q
Address Sequence Number: [ille}
Invoice Number: [

Invoice Date:
Gross Invoice Amount: 0.00
Lines Entered: 1

Add

Find an Existing Value | Add a New Valug

@ start J -3 J & Regular Entry - Windo... J © | s ’7

Step Action

4, Enter the correct vendor number into the Vendor ID field. Enter "0000109213" for
this exercise.

5. Click the Look up Vendor ID (Alt+5) button.

6. If a user is not sure that they have the correct vendor number, they can always verify

it first by using this look-up screen.
Click the REPORTABLE-001 link.
REFORTABLE-D01

7. Click the Look up Vendor Location (Alt+5) button.
8. In this case, we need to make sure that the location called "1099-G" is selected. (As

you can see, only commaodity group agencies should use this location.)
Click the COMMODITY GROUP USE ONLY link.

|CCITI.I1TI.I1CJDI'I"rr GROUP LSE QLY
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Step Action

9. For our example, enter "refund tax assessment™ into the Invoice Number field.
10. Enter "062209" into the Invoice Date field.
11. Enter *50.00" into the Gross Invoice Amount field.

12. Click the Add button.
Add

{Z Regular Entry - Windows Internet Explorer

[_[5]x]
@T\;v |g https: /e, connectnd.us/psp/ndft/EMPLOYEE JERF/c JENTER _YOUCHER_INFORMATION. WCHR_E=PRESS. GEL?PORTALPARAM_PTCHAW=EP_WCHR_EXPRESS_C j YRS |:;' Live Search L
| File Edit Wew Favorites Tooks Help

7 Favorites (& Reqular Entry

xNDFT#*

(=13

Mew Window | Help | Customnize Page | B 4]

| Invoice Information '\ Payments |~ Woucher Aftributes

Business Unit: 32580 Invoice Number:  |Refund of tax assessment Budget Status:
‘oucher ID: NEXT Imvoice Date: 06i24i2009 [
Woucher Style:  Regular Action: j' M M‘
PO Unit: @ Purchase Order: @ _CopyPO Worksheet Copy Option: | None =
vendor: 0000108213 Q “Pay Terms: 00 Q Now 77  BasisDtType InvDate
Name: REPORTABLE-001 O Cantrol Group: Q Comments(D}
Location:  [1099-G Q Accounting Date; |07/02(2003
*Address: 1 agvanced Vendor Search  “Currencyt usD @ Mon Merchandise Surmrmary
1098 REPORTABLE TEST VENDOR Total: 50.00 Calculate
ADDRESS WHERE 1099 WILL BE Session Defaults
MAILED thRaIding
PO BOX NOWHERE

BISMARCEK, ND 58505-0000

Packing Slip:

= Line ‘Distribute by Hem Description Quantity UOM Unit Price Extended Amount
1 [amount =] | Q| [ a | [ 50.00
Ship To SpeedChart

BLHSC  Q Q ™ Use One Asset ID Calculate
mize

~ Distribution Lines

Exchangs Rate |  Statistics

Amount  Quantity 'GLUnit  Account Openttem Oper Unit Fund Dept BC Bus

Program  Class Uit Project Activity Source

EEr  [mm[ pmwal al e[ al JalJa[ _al _a[__a] a al—

Business Unit: 32550

Voucher ID: MNEXT

Print Invaice Invoice Lines 0000
=

Misc Charge Amount 52

Freight Amount =

Ql | U
@ start J é J & Regular Entry - Windo... =

Step Action

13. This voucher is a perfect example of where the vendor is reportable, but the payment
we are making is not.

Click the Withholding link to double-check that there will be no reporting.
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{Z Regular Entry - Windows Internet Explorer

[_[5]x]
. — e 173 2
& = | ] https:/ /. connectnd.us/psp)ndft/EMPLOYEE(ERF/e/ENTER_VOUCHER _INFORMATION.YCHR_EXPRESS. GBLPPORTALPARAM_PTCNAY=EF_WCHR_EXPRESS_G E 2 || K | | Live Search
| Fle Edt Wew Favorites Took Help
¢ Favorites @ Reqular Entry
xxNDFT#*

0672472008

Postpone Withholding [~

Invoice Line Withhold Information

i vigw Al First [ or 1 [F] Last
Line Description i

Code
1

Withholding Details

g Al B First [ o a D Last
\Withholdin
‘Entity |'Type  |“Jurisdiction|'Class |Basis Amt Contract | Rul

Apphy -
Oaride Reference O\T:ride Withholding w’i’i
[ aa—a a

l_Q|Paymem | m| “EI

&) start J 3 J (& Regular Entry - Windo...

(=13
Mew Wiindow | Help | Customize Page | &
Withholding Information
Hackio lnugice
Unit: 32580 Invoice:  Refund oftax assessment Vendor: 0000108213 1093 REPORTABLE TEST YENDOR
VAT Entity: Voucher: NEXT Date:

Step Action

14.

There is no 1099 information filled in below because we selected the correct

location. This means there will be no reporting on this voucher. Click the Back to
Invoice link.

15.

Whenever a non-reportable location is selected on a reportable vendor (such as this
vendor), the user will get the error message on the next screen after clicking SAVE
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{Z Regular Entry - Windows Internet Explorer [_ 2] x|
@_.: » [E] https:/wuw connectnd us/pspindft/EMPLOVEE ERP/c/ENTER_VOLUCHER_INFORMATION. #CHR_EXPRESS. GBL7Folder=HYFANORITES =l & J[#2 ] x| [ e search £~
| File Edit W¥iew Favorites Took Help
¢ Favorites (@ Regular Entry

«*NDFT**

(=13

Mews vindaw | Help | 51

Invaice line is withhold applicakle but withholding information not provided. (7030,347)
Mo withholding information has been entered for the voucher line that is marked as withholding,
Press CANCEL to go back and enter the withhalding infarmation

Press OK to change all voucher lines to non-withholding and save the wvoucher.
oK Cancel

& start| | & || & regular entry - windo...

lo|*[G@

Step Action
16.

This warning message will appear when saving a voucher where there is a
withholding link with the actual 1099 information removed, like in our current
example. The system is giving you the option of going back to enter the missing

withholding information - by clicking CANCEL - or keeping the voucher lines as
non-withholding - by clicking OK.

Since we do not want reporting on this voucher, click the OK button.
0K

17. After clicking the OK button, users would normally budget check the voucher and

continue processing it for payment. We will stop here for this topic.

This topic is important for all users that enter vouchers for state commodity groups.
It also serves as an example to other agencies why they should NOT be using this
location for their payments. In the future, this location may have its own 1099-G

reporting established, so it is imperative that it only be used for check-off refunds.
End of Procedure.

18.
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ST 4.2.5 - How to Remove Withholding in Voucher

How to Remove Withholding in Voucher

Many of the vendors that an agency pays requires Vendor Registry to set up with 1099-MISC
reporting information. The following is a short topic to show how easy it is to remove
withholding from a voucher, based upon the reason for the payment, not the vendor itself. For
more details about this important distinction, please read (http://www.nd.gov/vr/1099/reportable-

vendors-vs.pdf).

For more information about the withholding link in vouchers, see the other UPK topics or this
website: (http://www.nd.gov/vr/1099/correct-withholding-in-vchr.pdf).

Key Words:

remove withholding
remove 1099
remove reporting
withholding
non-reportable
nonreportable

Version 1 dated July 23, 2010
Procedure

Quite often voucher users will have to make a payment to a vendor that is reportable (an
individual, partnership, etc.), but the reason for the payment is not reportable on a 1099-MISC
form. In the following example, we are going to buy some electric cable (non-reportable good)
from a business that is a sole proprietorship (reportable vendor).
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{Z Employee-facing registry content - Windows Internet Explorer

@_\-_:v [ https: v connectnd. uspspindit/EMPLOVEE /ERP/hj7tab=DEFALLT =l & |42 ]| x| [87 e searcn £~
| File Edit W¥iew Favorites Took Help

7 Favorites @ Employee-facing registry content:

+*NDF T

Personalize Content | Layout

Menu X
Search:

[ ®
[+ My Favorites

- Supplier Contracts

> Vendars

[ Purchasing

[ eProcurement

[ Gervices Procurement

[ Accounts Payahle

[ Aszet Management

[ Commitment Contral

(> Genetal Ledger

[> Set Up Financials/Supply Chain
- Wiorklist

[ Tree Manager

[ Reporting Tools

[ PeopleTools

[ ND Utilities & Interfaces

> NDS Reports

- Tax Center

- Back to Porial

— Chanoe My Password

- My Personalizations

|- My Swstern Profile

Home

El
Aistart| | & |[ @ employee-facing r | o B@

Step Action

1. Click the Accounts Payable link.
[l Accounts Payahlel
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"Base Navigation Page - Windows Internat Explorer [ =] x|

@T\;v [ hteps: fvovms. connectnd. us]pspinft/[EMPLOYEE /ERP/5/WEBLIB_PTPP_SC, HOMEPAGE. FieldFormula. I5cript_AppHFIpt_name=EPCO_aCCOUNTS_PavasLEeFole 7| & || #2)| x| [&F Live search L~

| Fle Edt Wew Favorites Took Help

¢ Favorites & Bace Navigation Pags

xxNDFT#*

] Accounts Payable

Search:

> Mty Favorites

[ Supplier Contracts Access PeopleSoft Payables.
[ Yendors Youchers Batch Processes Review Accounts Payable Info
I Purchasing Add, mairtain, and approve vouchers Process vouchers, payments, accourting ertries, clearing, and Run inguiries on vouchers, vendors, payments, and integration
[ eProcurement [ Add/Update revaluation with systems
[> Services Procurement 3 Maintain [ Wouchers 3 vouchers
[ Approve = walidate Posting Setup £ payments
[> Vouchers
> Batch Processes ﬁm
I Review Accounts Payable Creste accounts paysble reports:
Info L Vouchers
b Reports [ Youcher Reconclistion
[ Asset Management 3 Paymerts.
&> Commitment Gartral 5 archivng

[> General Ledger

> Set Up FinancialsiSupply
Chain

[ Warklist

[ Tree Manager

I Repotting Tools

[ PeopleTools

[> MD Utilities & Interfaces
[ MDS Reports

— Tax Center

— Backio Portal

— Change by Passwaord
— Wiy Personalizations

— bty System Prafile

#istart| | & || € Base Havigation Pag

Step Action

2. Click the Add/Update link.

3. Click the Regular Entry link.
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{Z Regular Entry - Windows Internet Explorer [ T= 1]

@_.: w [E] https:jwun connectnd us/pspindft/EMPLOVEE ERP/c/ENTER_UOLUCHER_INFORMATION. CHR_EXPRESS. GBL7PORTALPARAM_PTCHAN=EP_icHR_FxPress_c x| G ||+ || % | [B2 Lve search £~

| File Edit W¥iew Favorites Took Help

o7 Faverites @ Regular Entry

+*NDF T

(=13

Mew Window | Help | &

Voucher

[ Find an Existing Yalue | Add a New Value

Business Unit: lﬁQ

woucher ID: =

Voucher Style: [Regularvaucher =1
Short Vendor Name: l— Q

Vendor ID: l— Q

Vendor Location: Q

Address Sequence Number: 0

Invoice Number:

I
Invoice Date: ]

Gross Invoice Amount: 0.00
Lines Entered: 1

Addd

Eind an Existing Value | Add a Mew Value

Aistart| | & |[ @ regular entry - windo... | o B@

Step Action

4, To search for Johnson Electric, enter "johnson" into the Short Vendor Name field.
5. Click the Look up Short Vendor Name (Alt+5) button.
6. Since Johnson is a popular name, you will have to look for the correct vendor name.

Click the JOHNSON ELECTRIC link to use in this voucher.
HOHNSOM ELECTRIC]

7. Voucher enterers should always verify that they are using the correct location on a
vendor. Click the Look up Vendor Location (Alt+5) button.

8. In this case, this vendor has only the MAIN location, so go ahead and click
the Cancel button.
Cancel
9. For this example, enter "Purchase Electric Cable™ into the Invoice Number field.
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Step
10.
11.
12.

Action
Enter "060109" into the Invoice Date field.
Enter "150.00" into the Gross Invoice Amount field.

Click the Add button.
Add

{Z Regular Entry - Windows Internet Explorer

[_[=1x]
@_\-_:v [ httos:vovws. connectnd. us/spindt/EMPLOYEE /ERP/c/ENTER,_UOUCHER_INFORMATION. VCHR_EXPRESS. GELTPORTALPARAM_PTChA=EP_vcHR_ExPrEsS ¢ 2| &4 || 44| X | [&¥ Live search P
| File Edit Wiew Favorites Tooks Help

o5 Favorites @ Regular Entry

+*NDF T

(=13

Home

Mew Window | Help | Page | B =

niep —]

| Invoice Information '\ Payments | Woucher Aftributes

Line

EIE

Business Unit: 32580 Invoice Number;  |7urchase Electric Cable Budget Status: Mot Chid
voucher ID: NEXT Invoice Date: 0Bi01/2009 (5
Voucher Style:  Regular Action: =] _Fun | Printimice]

PO Unit: @, Purchase Order: @ _CopyPo Worksheet Copy Option: | None -
Vendor: 00000719192 Q Pay Terms: 00 QY Mow = Basis Dt Type Inv Date
Name: JOHNSON EL-001 Q) Control Group: Q Carmments(l
Location:  [maiN Q Accounting Date: |07/022009 [
*Address: 1 & advanced Vendor Search  *Currency: UsD & Mon Werchandise Summary
JOHNSON ELECTRIC Total: 5000 Calculate

9105 51 STNE Session Defaults

DEVILS LAKE, ND 58301 wiithhalding

Packing Slip:

*Distribute by Hem

Description Quantity UOM Unit Price Extended Amount

Ship To

~ Distribution Lines
GL Chart

1 [amaunt =] |
BLHSC O

Exchange Rate

a I [al

SpeedChart

160.00

™ use One Asset ID

Calculate

First 4ot " Last

Y Stalistics

Business Unit: 32580
Voucher ID:

Print Invaice,

MNEXT

4

%ﬁ’" Amount  Quantity GL Unit  Account Openlitem Oper Unit Fund Dept Program  Class ES“B“S Project Activity f"“;‘:e_
E O 1 150.00 32500 Q [532040] Q Q Q Q (] Q Q a| Q| Q

Invoice Lines
Misc Charge Amount =]
Freight Amount

| o

& start| | @

J & Regular Entry - Windo...

| «[CE@

Step

Action

13.

Since we are purchasing a tangible good like electrical cable, we will want to make
this payment non-reportable on a 1099-MISC. Click the Withholding link.

ithholding
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{Z Regular Entry - Windows Internet Explorer

[_[=]x]
@_\_: w [E] https:/jwuw connectnd us/pspindft/EMPLOVEE ERP/c/ENTER_VOLUCHER_INFORMATION. CHR_EXPRESS. GBL7PORTALPARAM_PTCHAN=EP_icHR_FxPress_c || G ||+ || % | [B2 Lve search L~
| File Edit W¥iew Favorites Took Help

o7 Favorites @ Regular Entry

+*NDF T

(=13

Mew Window | Help | Page |

Withholding Information

Hacktn Inyoice

Unit: 32580 Imvoice:  Purchase Electric Cable Vendor:
AT Entity: Voucher: MEXT Date:

0000018192 JOHNSON ELECTRIC
08/01/2009

Postpone Withholding ™
Invoice Line Withhold Information Wie
" +
Line Description i =

Code

4 2

First 4] 1 or 1 [ Last

Withholding Details

First (4 1 of 1 ] Last

'Withholding
I N 1 Contract  |Rule
“Entity *Jurisdiction | *Class Basls_nrm Override V\mhhumln Applicable
Override

||WQ||D_99Q Feo o [ af T afpamen [ & |[B[E=

& start| | & || & regular entry - windo...

| «[C@

Step Action
14.

It is best to remove both checkmarks wherever it says Withholding Applicable on
this page.

15. By clicking the Applicable option, you remove the checkmark.

16. Click the Back to Invoice link. This will save your changes to this page.
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egular Entry - Windows Internet Explorer

[_[5]x]
@T\;v |g https: /. connectnd.us/psp ndft/EMPLOYEE JERF/c JENTER _YOUCHER_INFORMATICN. YCHR_EXPRESS. GEL?PORTALFARAM _PTCHAY=EP_WCHR_EXPRESS_C j 9 |4 % |Jf' Live Search R
| Fle Edt Wew Favorites Took Help

¢ Favorites @ Reqular Entry

xxNDFT#*

Home el es Sion out
(=13

Mew Window | Help | Custornize Page | B =

neep

| Invoice Information '\ Payments | Woucher Aftributes

Business Unit: 32550 Invoice Number:  |Purchase Electric Cable Budyet Status: Mot Chikd
Voucher ID: NEXT Invoice Date: 06i01/2009 [
Voucher Style:  Regular Action: ~| Run PrintInvoice,

PO Unit: @, Purchase Order: Q@ | CopyPO Worksheet Copy Option: |None >

Vendor: W aQ “Pay Tarms: IDD—Q Mow ] Basis Dt Type Inv Date

Name: [iormson EL 00T @ comrolGrow: | @ Comments{0)

Location:  [walN @ Accounting Date: [07102/2009 |1

*Address: |_1Q Advanced Wendor Search  *Currency: WQ Mon Merchandise Surmmary
JOHNSOM ELECTRIC Total: 150.00 M

8105 61 8T NE
DEVILE LAKE, MO 58301

Session Defaults
{iithhoiding

Packing Slip:

Invoice Lines

=1 Line ‘“Distribute byy Hem Description Quantity UOM Unit Price Extended Amount
1 [amount =] | a | | a | [ 150.00
Ship To SpeedChart

BLHSC O Q I” use One asset ID Calculate

~ Distribution Lines
GL Chart Y Exchangs Rate
com Amount  Quantity "GLUnit  Account Openitem Oper Unit Fund Dept Program  Class  GoPS  Project vt Source &

BHEC oY T e T e I B Y — Y o

First " 1071 " Last

Y Statistics

|6

Business Unit: 32580

Voucher ID: MNEXT

Invoice Lines
Print Invoice 0.000

Misc Charge Amaunt | =

Freight Amount =]

Ql | ;lll

) start J é J & Regular Entry - Windo... J W/ 3E

Step Action

17. IMPORTANT: After the user is done entering the rest of the voucher information
and clicks SAVE, they may receive a warning message about the withholding
information. If such a message appears, just click OK to keep the voucher non-
reportable.

18. That is all there is to removing withholding on a voucher!
End of Procedure.
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ST 4.2.6 - Select Correct Withholding Class
Selecting the Correct Withholding Class

Whenever the withholding link shows up in a voucher, the user must make some further decisions
than just entering the correct accounting chartfields.

1. First, the correct location must be selected (see topic 4.2.2 on Choosing the Correct
Location).

2. Second, decide whether or not the reason for the payment is reportable.

3. Ifitis, the next step is to determine the appropriate withholding class for that particular
payment. That choice will be addressed in the following topic.

1099-MISC reporting is sent to the IRS by separate withholding classes. For a complete
description of these classes, see the web page at (http://www.nd.gov/vr/1099/explanation-of-

diff.pdf)

Key Words:

location
reportable
class
withholding
code
reporting
1099
voucher

Version 1 dated July 23, 2010.
Procedure

The following screens show how to change the withholding class from the default that will
automatically fill in on a reportable vendor.
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g registry conten

dows Internet Explorer

@‘\: w [&] https: . connectnd.us/pspincft /EMPLOVEEERF/hjtsb=DEFALLT

=& [+ ] x| [8r e searcn

| Fle Edt Wew Favorites Took Help

¢ Favorites (@& Employes-Facing registry content

xxNDF T

Persanalize Cantent | Layout
Menu B B

Search:

[ ®
[ My Faworites

[ Supplier Contracts

[ Wendors

[ Purchasing

[ ePracurament

[ Services Pracurement
[> Accounts Payable

[ Asset Management

[> Commitment Gontrol

[ General Ledger

[ SetUp Financials/Supply Chain
[ Warklist

- Tree Manager

(> Reparting Tools

[ PeopleTonls

- MND Utilities & Interfaces
[ NDS Reports

— Ta=Center

— Backto Portal

— Chanoe by Passward
- My Personalizations

- My Systam Profile

) start J -3 J (& Employee-facing regi...

=
| «[C8

Step Action

1. Click the Accounts Payable link.
i Accounts Payahlel
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[_[=]x]
@Tg} - |E https: { frw connectnd.us/pspndftEMPLOYEE (ERF s \WEELIE_PTPP_SC HoMEPnGE.F\eldFurmu\a.[s(ript,nppHP7ptjname=EPco,.accouNTsfnvnsLE&FD\(jlgl \5\ \E\ |{' Live Search |EE|
| File Edit W¥iew Favorites Took Help
57 Favorites & Base Navigation Page

++NDF T

Search:

®

> Wy Favorites

[> Supplier Contracts

[> vendars

> Purchasing

[ eProcurement

[> Services Procuremant

[ Vouchers

[ Batch Processes

- Review Accounts Payable
Infa

> Reports
> Asset Management
[ Commitrent Contral
> General Ledyer
I Set Up FinancialsiSupply
Chain
[ Worklist
[> Tree Manager
> Reporting Tools
> PeopleTools
[ ND Utilities & Interfaces
I NDS Reports
— Tax Center
— Back to Portal
— Change by Password
— hily Personalizations
|~ by Systern Profile

& start| | &

[Z
Accounts Payable

Acoess PeopleSoft Payables
Youchers
A, maintain, and spprove vouchers
[ AddiUpdate
[ Maintain
[ Approve

ﬁ Reports
Create accounts payable reports

3 Wouchers
[ Youcher Reconcilistion
[ Pavments
[ Archiving

J /& Base Navigation Page.

Batch Processes Review Accounts Pavable Info

Process vauchers, payments, accourting entries, clearing, and Run inguiries on vouchers, vendors, payments, and integration
rewaluation. with systems.

[ Youchers [ Youchers

= Walidate Posting Setup [ payments

Action

Click the Vouchers link.

Click the Regular Entry link.
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[_[5]x]
@ - |g https: /e, connectnd.us/psp ndft/EMPLOYEE JERF{c JENTER _YOUCHER_INFORMATICN. YCHR_EXPRESS. GEL?PORTALPARAM_PTCHAY=EP_W¥CHR_EXPRESS Ej ERIEES |f' Live Search R
<) : . I K ] LYCHR,_§ § S _WCHR L !
| Fle Edt Wew Favorites Took Help

¢ Favorites @ Reqular Entry

x*NDFT#*
(=13
New Windaw | Help | B

Voucher

Find an Existing Yalue y Add a New Value \
Business Unit: 32580 Q)
Youcher ID: MNEXT
Voucher Style: [Regular voucher =1
Short Vendor Name: Q
Vendor ID: Q

Vendor Location: Q
Address Sequence Number: [ills}
Invoice Number: [

Invoice Date:
Gross Invoice Amount: 0.00
Lines Entered: 1

Add

Find an Existing Value | Add a New Valug

& start J é J (& Regular Entry - Windo... J |3

Step Action

4. For our sample vendor, enter “0000109213" into the Vendor ID field.
5. Click the Look up Vendor Location (Alt+5) button.

=

6. This voucher needs to be reported on a 1099-MISC form, so click the MAIN link.
h AL

7. Enter the desired information into the Invoice Number field. Enter "Change
withholding class" for this example.

Enter "060509" into the Invoice Date field.

Enter the desired information into the Gross Invoice Amount field. Enter *500.00".
10. Click the Add button.
Add
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{=Regular Entry - Windows Internet Explorer [_ (=)=}
@_\__: w [] https:jwuw connectnd us/pspindft/EMPLOVEE ERP/c/ENTER_UOLUCHER_INFORMATION. CHR_EXPRESS. GBL7PORTALPARAM_PTCNAN=EP_icHR_FxPress_c x| G ||+ || % | [B2 Lve search £

| File Edit W¥iew Favorites Took Help

o7 Favorites @ Regular Entry

+*NDF T+

(=13

| Invoice Information {__ Payments | Woucher Aftributes

BusinessUnit: 32580 Invoice Number:  |Change withholding class
Voucher ID: MNEXT Invoice Date: 0B/05i2008 (5

Voucher Style:  Regular Action: - Run Print Invoice.

Budget Status:

nit: urchase Order: forksheet Copy Option: | None =
PO Unit: @, Purch Ord @, _CopyPO Worksheet Ci Opti 3l

vendor:  [0000109T13 @ Py Terms: 00 Now m BasisDtType InvDate

Name: [REPORTABLE-001 @ Control Group: [ a Comments (i)

Location:  [WAIN Q Accounting Date: [07r02rz000 )

‘aadress: [ 1O pyanced vendor search  *Currency: [uso a Mon Werchandise Summary
1099 REPORTABLE TESTVENDOR Total: 500.00 _Calculate

ADDRESS WHERE 1099 WILL BE Bession Defauts

gg‘g%i NOWHERE fhilding

BISMARCI, ND 68605-0000

Packing Slip:

[=] Line ‘Distribute by Item Description Quantity UOM Unit Price Extended Amount

1 [amount x| | a | [ a | [ 500.00
Ship To SpeedChart

BLHSC O Q I Use One Asset ID Calculate

~ Distribution Lines

Custormize | Fing | View Al | B8 First © qefd  Last

GL Chart ' ExchangeRate | Stefistics | Assets
com Amount  Quantity *GLUnit  Account Openitem Oper Unit Fund Dept Program  Class DSBS project Activity Source

Unit

HEEC [Temwm[  Emeal el [ el el lal al al a] Q| QDILL

Business Unit: 32580
Voucher ID: MNEXT

Invoice Li
Frint Invoice nvoice Lines 0.000

Misc Charge Amount =

Freight Amount l— =

J | o

#istart| | & |[ @ regular entry - windo... | o B@

Step Action
11. Click the Withholding link.

ithholding

12. Before we continue, the concept of a default withholding class must be explained.
All vendors with 1099 information must have one class set up as a default in case
the voucher enterer forgets to select one. Since most 1099-MISC reporting is made
on the 07 class for Nonemployee Compensation (services), Vendor Registry usually
sets up new reportable vendors with this default.

Just because this default class fills in automatically, it does not mean that it cannot
be changed. Agencies must determine which class will best apply to each payment.
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@;t @[] https: . connectnd.us/pspindft /EMPLOVEEJERF/c/ENTER_VOLUCHER_INFORMATION. YCHR _EXPRESS. GBL7PORTALPARAM_PTCNAY=EP_WCHR_ExPRESS_C || &R || *##|| X | [B Live Search L

| Fle Edt Wew Favorites Took Help

¢ Favorites @ Reqular Entry

xxNDFT#*

(=13

Mew Wiindow | Help | Customize Page | &

Withholding Information

Backto Invoice

Unit: 32580 Invoice:  Change withholding class Vendor: 0000108213 1093 REPORTABLE TEST YENDOR
VAT Entity: Moucher: MNEXT Date: 08/06/2008

Postpone Withholding [~

Invoice Line Withhold Information ind | view Al First [4] 1 o 1 D Last

Line Description
Code
1 I

Withholding Details

Al B First {4 orq B Last

Cus 3

'Withholding
A » U I - Contract  |Rule Apphy -
Entity Tyne Jurisdiction | *Class  |Basis Amt Reference (Override |Withholdin Applicable

Override
[ 1Fs el alFeE a 7 oal [ alpamen | & |®]E=
Bsat] | & |[@vem ey e | o[G®

Step Action

13. To see which withholding classes are available for this vendor, click the Look up
Class (Alt+5) button.

14. In this example, the vendor has six different classes set up. Since we want to make a
rent payment to this vendor, click the 01 link.

If the class you need does not appear in this list, contact Vendor Registry right
away, and they will set up the classes necessary for payments to this vendor.

15. Click the Back to Invoice link.
16. Vendor Registry can be emailed at spovendor@nd.gov for help setting up new

classes for vendors. This concludes the instructions on how to change a vendor's
withholding class.
End of Procedure.
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ST 4.2.7 - Using the Override Field under Withholding
Reportable and Nonreportable - Using the Override Field

Following are instructions on the quickest method to reduce the amount that should be reported
on a 1099-MISC from the total voucher amount.

Key Words:

voucher

1099
withholding
reporting
override

split
reportable
nonreportable
non-reportable

Version 1 dated July 23, 2010.

Procedure

There is an easy way to change the amount reported on a 1099-MISC form instead of just
reporting the entire voucher amount. Some examples of when you may have to split the voucher
amount between reportable services and non-reportable payments:

1. Repairs that involve parts and labor;
2. Paying for contracted services and reimbursing travel expenses;
3. Purchasing large items, where the freight expense (reportable) is a large part of the invoice.
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g registry conten

dows Internet Explorer

@‘\: w [&] https: . connectnd.us/pspincft/EMPLOVEEERF/hj7tsb=DEFALLT

=& [+ ] x| [8r e searcn

| Fle Edt Wew Favorites Took Help

¢ Favorites (@& Employes-Facing registry content

xxNDFT#*

Persanalize Cantent | Layout
Menu B B

Search:

[ ®
[ My Faworites

[ Supplier Contracts

[ Wendors

[ Purchasing

[ ePracurament

[ Services Pracurement
[> Accounts Payable

[ Asset Management

[> Commitment Gontrol

[ General Ledger

[ SetUp Financials/Supply Chain
[ Warklist

- Tree Manager

(> Reparting Tools

[ PeopleTonls

- MND Utilities & Interfaces
[ NDS Reports

— Ta=Center

— Backto Portal

— Chanoe by Passward
- My Personalizations

- My Systam Profile

) start J é J & Employee-facing regi...

=
| «[C8

Step Action

1. Click the Accounts Payable link.
i Accounts Payahlel
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{Z Base Navigation Page - Windows Internet Explorer [_ 2] x|
@T;- - |E htps: /v, connectnd.usfpsp{ndft EMPLOVEE {ER.P/s{WEBLIE_PTPP_SC.HOMEP AGE.FieldFormula. ISeript_ppHPIpt_fame=EPCO_ACCOUNTS_PavalEerok ]| G || ##]( x| |{' Live Search |||
| File Edit W¥iew Favorites Took Help

¢ Favorites @ Base Navigation Page

++NDF T

Search: L

@ Accounts Payable

- My Favorites

> Supplier Contracts Acoess PeopleSoft Payables
[> vendars Youchers Batch Processes Review Accounts Pavable Info
> Purchasing Addt, mairtain, and spprove vouchers, Process vouchers, payments, sccourting entries, clesring, snd Run inguiries on vouchers, vendors, payments, and integration
I eProcurement [ AddUpdate rewaluation. with systems.
> Services Procuremment = Msintsn [ Wouchers [ Youchers
[ Approve = Validate Posting Setun [ Paymerts
[ Vouchers
1> Batch Processes ﬁm
b Review Accounts Payable Creste accounts payable reports
Infin 3 Wouchers.
> Repons [ Youcher Reconcilistion
[ Agset Management EP—E‘*’"!e—""S
1> Commitrnent Cantral uchiving

> General Ledyer

I Set Up FinancialsiSupply
Chain

[ Worklist

[> Tree Manager

> Reporting Tools

> PeopleTools

[ ND Utilities & Interfaces
I NDS Reports

— Tax Center

— Back to Portal

— Change by Password
— hily Personalizations

|~ by Systern Profile

& start| | & || & Base Mavigation Pag

Step Action
2. Click the Vouchers link.
3. Click the Regular Entry link.
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[_[5]x]
@ - |g https: /e, connectnd.us/psp ndft/EMPLOYEE JERF{c JENTER _YOUCHER_INFORMATICN. YCHR_EXPRESS. GEL?PORTALPARAM_PTCHAY=EP_W¥CHR_EXPRESS Ej ERIEES |f' Live Search R
<) : . I K ] LYCHR,_§ § S _WCHR L !
| Fle Edt Wew Favorites Took Help

¢ Favorites @ Reqular Entry

xxNDFT#*

(=13

New Windaw | Help | B

Voucher

Find an Existing Yalue y Add a New Value \

Business Unit: 32580 Q
Voucher ID: MNEXT

Voucher Style: [Regular voucher =1
Short Vendor Name: Q
Vendor ID: Q

Vendor Location: Q
Address Sequence Number: [ills}
Invoice Number: [

Invoice Date:
Gross Invoice Amount: 0.00
Lines Entered: 1

Add

Find an Existing Value | Add a New Valug

& start J é J (& Regular Entry - Windo... J |3

Step Action

4. For this example, enter 0000099644 into the Vendor ID field. (five zeroes then
99644)

5. Click the Look up Vendor Location (Alt+5) button.

6. Click the MAIN link.
f sl

Enter "Using the override field" into the Invoice Number field.
Enter "062009" into the Invoice Date field.

Enter "1000.00" into the Gross Invoice Amount field. (Hit Enter afterward in Try
It! mode)

10. Click the Add button.
Add
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{Z Regular Entry - Windows Internet Explorer

[_[=]x]
@T;-v [0 https: v, connectnd. uspspi ot /EVPLOVEE [ERP/c /ENTER_UOUCHER_INFORMATION. VCHR_EXPRESS. GEL7PORTALPARAM_PTChw=EP_vcHR_Express ¢ 2| &) || 44| x| [&Y Lve search L~
| File Edit W¥iew Favorites Took Help

o7 Favorites @ Regular Entry

+*NDF T

(=13

Home

Mew Window | Help | Page | =

niep —]

| Invoice Information {__ Payments | Woucher Aftributes

Business Unit: 32580 Invoice Number: |38 0verride field
Voucher ID: MEXT Invoice Date: 06202009 [

Voucher Style:  Regular Action: - Run Print Invoice.

Budget Status:

nit: urchase Order: forksheet Copy Option: | None =
PO Unit: @, Purch Ord @, _CopyPO Worksheet Ci Opti 3l

vendor:  [0000009681 QL Pay Terms: [0 Now 7 BasisDtType InvDate

Name: [FaCriomwoor @ Control Group: a Comments(

Location:  [uar Q@ Accounting Date: [o7s0z5200a 50

‘aadress: [ 1O pyanced vendor search  *Currency: [uso a Mon Werchandise Summary

B &LPLUMBING Total: 1,000.00 Calculate

MTETHAVEC
LISBOM, MD 58054

Session Defaults

wiithholding
Packing Slip:
[&][=] Lne ‘Distributeby tem Description Quantity UOM  Unit Price Extended Amourit
1 [amaunt =] | a | [ a | [ 1,000.00

Ship To SpeedChart

BLHSC  Q Q ™ Use One Asset ID Calculate

~ Distribution Lines

Exchangs Rete | Statistics

Domn Amount  Quantity GL Unit  Account Openftem Oper Unit Fund Dept Program  Class E"C“ﬁ Project Activity Source g

BEC Cow [ Fme el el el el el al al al a] @

Business Unit: 32580
Voucher ID: MNEXT

Frint Invaice Imvoice Lines 0.000

Misc Charge Amount =]

Freight Amount =

4]

! o)
Bistart| | & |[ @ regular entry - windo... | o B@

Step Action

11. Let's say that we are going to pay the plumbers $1,000 in this voucher, but only
$600 of that amount is for services provided. Click the Withholding link for a quick
method of changing the reportable amount.

ithholdin
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[_[5]x]
@;t - |g https: /. connectnd.us/psp ndft/EMPLOYEE JERF/c JENTER _YOUCHER_INFORMATICN. YCHR_EXPRESS. GEL?PORTALFARAM _PTCHAY=EP_WCHR_EXPRESS_C j D |+ || X | B2 Live Search R
| Fle Edt Wew Favorites Took Help

¢ Favorites @ Reqular Entry

xxNDFT#*

(=13

Mew Wiindow | Help | Customize Page | &

Withholding Information
Backto Invoice

Unit: 32580 Invoice:  Use override field Vendor: 0000093644 B & L PLUMBING
VAT Entity: Moucher: MNEXT Date: 08/20/2008

Postpone Withholding [~

Invoice Line Withhold Information ind | view Al First [4] 1 o 1 D Last

Line Description

Code
1 I

Withholding Details

Al B First {4 orq B Last

'Withholding
A » U I - Contract  |Rule Apphy -
Entity Tyne ‘Jurisdiction | *Class Baslr?i::n Reference (Override |Withholdin Applicable

[ 1Fs el alFeE a 7 oal [ alpamen | & |®]E=

&/ start J é J (& Regular Entry - Windo...

| vGE
Step Action
12. Enter "600.00" into the Withholding Basis Amt Override field.
13. Click the Back to Invoice link.
14. This method is especially useful when the agency is only using one invoice line or

one distribution line to charge the entire voucher amount to a single account or

speedchart. By using the override field, only the $600 will be reported on this
sample voucher.

15. If this method does not work for you, see the topic called "Using Two Invoice
Lines" to see how to split the reportable amount from the non-reportable amount

within a voucher. Otherwise, these steps are all you have to do to reduce the amount
that is reported!

End of Procedure.
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ST 4.2.8 - Using Two Invoice Lines to Split Reporting

Reportable & Nonreportable - Using Two Invoice Lines

See Topic 4.2.7 for the easiest way to split a voucher between reportable and non-reportable
amounts. However, that method will not work in every situation. The following topic shows an
alternate way to split 1099-MISC reporting by using two invoice lines instead.

Key Words:

voucher
invoice

lines

split

reporting
withholding
nonreportable
non-reportable
reportable

Version 1 dated July 23, 2010
Procedure
Payments for repairs often contain non reportable items like parts and reportable services such as

labor. This learning topic will demonstrate how to enter two invoice lines on a voucher when you
want to split out the payment for reporting on a 1099-MISC form.

See also the topic on "Using the Override Field" which provides essentially the same end result,
but is an easier procedure.
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@‘\: w [&] https: . connectnd.us/pspincft/EMPLOVEEERF/hj7tsb=DEFALLT

=& [+ ] x| [8r e searcn

| Fle Edt Wew Favorites Took Help

¢ Favorites (@& Employes-Facing registry content

xxNDFT#*

Persanalize Cantent | Layout
Menu B B

Search:

[ ®
[ My Faworites

[ Supplier Contracts

[ Wendors

[ Purchasing

[ ePracurament

[ Services Pracurement
[> Accounts Payable

[ Asset Management

[> Commitment Gontrol

[ General Ledger

[ SetUp Financials/Supply Chain
[ Warklist

- Tree Manager

(> Reparting Tools

[ PeopleTonls

- MND Utilities & Interfaces
[ NDS Reports

— Ta=Center

— Backto Portal

— Chanoe by Passward
- My Personalizations

- My Systam Profile

) start J é J & Employee-facing regi...

=
| «[C8

Step Action

1. Click the Accounts Payable link.
i Accounts Payahlel
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[_[=]x]
@Tg} - |E https: { frw connectnd.us/pspndftEMPLOYEE (ERF s \WEELIE_PTPP_SC HoMEPnGE.F\eldFurmu\a.[s(ript,nppHP7ptjname=EPco,.accouNTsfnvnsLE&FD\(jlgl \5\ \E\ |{' Live Search |EE|
| File Edit W¥iew Favorites Took Help
57 Favorites & Base Navigation Page

++NDF T

Search:

®

> Wy Favorites

[> Supplier Contracts

[> vendars

> Purchasing

[ eProcurement

[> Services Procuremant

[ Vouchers

[ Batch Processes

- Review Accounts Payable
Infa

> Reports
> Asset Management
[ Commitrent Contral
> General Ledyer
I Set Up FinancialsiSupply
Chain
[ Worklist
[> Tree Manager
> Reporting Tools
> PeopleTools
[ ND Utilities & Interfaces
I NDS Reports
— Tax Center
— Back to Portal
— Change by Password
— hily Personalizations
|~ by Systern Profile

& start| | &

[Z
Accounts Payable

Acoess PeopleSoft Payables
Youchers
A, maintain, and spprove vouchers
[ AddiUpdate
[ Maintain
[ Approve

ﬁ Reports
Create accounts payable reports

3 Wouchers
[ Youcher Reconcilistion
[ Pavments
[ Archiving

J /& Base Navigation Page.

Batch Processes Review Accounts Pavable Info

Process vauchers, payments, accourting entries, clearing, and Run inguiries on vouchers, vendors, payments, and integration
rewaluation. with systems.

[ Youchers [ Youchers

= Walidate Posting Setup [ payments

Action

Click the Vouchers link.

Click the Regular Entry link.
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[_[5]x]
@ - |g https: /e, connectnd.us/psp ndft/EMPLOYEE JERF{c JENTER _YOUCHER_INFORMATICN. YCHR_EXPRESS. GEL?PORTALPARAM_PTCHAY=EP_W¥CHR_EXPRESS Ej ERIEES |f' Live Search R
<) : . I K ] LYCHR,_§ § S _WCHR L !
| Fle Edt Wew Favorites Took Help

¢ Favorites @ Reqular Entry

x*NDFT#*
(=13
New Windaw | Help | B
Voucher
Find an Existing Yalue y Add a New Value \

Business Unit: 32580 Q)

Youcher ID: MNEXT

Voucher Style: [Regular voucher =1

Short Vendor Name: Q

Vendor ID: Q

Vendor Location: Q
Address Sequence Number: [ills}

Invoice Number: [

Invoice Date:
Gross Invoice Amount: 0.00
Lines Entered: 1

Add

Find an Existing Value | Add a New Valug

& start J é J (& Regular Entry - Windo... J |3

Step Action

4, For this exercise, enter "0000099644" into the Vendor ID field.

5. Always click the Look up Vendor Location (Alt+5) button to verify the location is
correct.

6. This vendor only has one location, so click the MAIN link.
1]

Enter "Split labor & parts" into the Invoice Number field.
Enter "750.00" into the Gross Invoice Amount field.

NOTE: This is where we differ from entering most vouchers. To split your voucher
between a line that needs to be reported on a 1099-MISC and a line that is non-
reportable, enter "2" into the Lines Entered field.

10. Click the Add button.
Add
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{Z Regular Entry - Windows Internet Explorer

[_[=]x]
) - =il & [+ L 0|~
{2 = | €] https: vy connectnd.us/pspinaft/EMPLOVEE JERR/c/ENTER_VOUCHER_THFORMATION. YCHR,_ERPRESS. GEL7Folder=M1FAWORITES G ||| x| [ & Live search

| File Edit Wiew Favorites Tooks  Help

o Favorites @ Regular Entry

+*NDF T

(=13

| Invoice Information '} Paymenis | Vaucher Aftributes

BusinessUnit: 32580 Invoice Number:  |SPlit 1ahor & parts
Voucher ID: NEXT Invoice Date: 08f10i2009

Voucher Style:  Regular Action: - Run Print Invaice:.

Budget Status:

nit: urchase Order: forksheet Copy Option: | None =
PO Unit: @, Purch Ord @, _CopyPO Worksheet Ci Opti 3l

vendor:  [000009%R44 Q “Pay Terms: 00 Now 7 BasisDtType InvDate
Name: B &LPLUM-00T O Control Group: Q Commentsid)
Location: ~ [maiN Q Accounting Date: MEU

*Address: |—10\ Advanced Vendor Search  *Currency: WO\ Hon Merchandise Summary
B &L PLUMBING Total: [ 75000 _Calculste

A1 ETHAVE C Session Defaults

LISBOM, MD 58054 wiithholdin

Packing Slip:

EI Line ‘Distribute by Hem Description Quantity UOM Unit Price Extended Amount
1 [amount =] | Q| | [al] | 750.00
Ship To SpeedChart
IMQ l\—Q ™ Use One Asset ID Calculate

~ Distribution Lines

Exchange Rate | Stalistios

Amount Quantity *GL Unit  Account Openitem Oper Unit Fund Dept Program  Class Eﬁi‘B“S Project Activity Source

EEC Ol =) I = = Y S— Y — —Y Y Q| thtLL

Business Unit: 32530

Voucher ID: MNEXT

Frint Invoics Imvoice Lines 0.000

Misc Charge Amount =]

Freight Amount =

J | o

#istart| | @ |[@& Regular Entry - windo... | rl|? 3@

Step Action
11. Click the Look up SpeedChart (Alt+5) button.

=

12. Click the Conference Account link.
[Conference Accound

13. Enter the correct account number into the Account field. Enter "534035" for this
example for repair parts.

14. Scroll the bottom bar to the right until you see that you are looking at one of two
invoice lines.

15. Click the View All link.
l

16. Scroll back over the left, then down, so you can see both invoice lines.

17. Enter the same SpeedChart on this line as the previous in the SpeedChart field.
Enter "0202".
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Step Action
18. Click the Look up SpeedChart (Alt+5) button.

=

19. Clic the 0202 link.

20. Since this invoice line is going to be for the reportable amount, enter an account
number for services in the Account field. Enter *591030".

21. Change the amount in the Extended Amount field for the cost of the parts involved.
Enter "250.00".

22, Change the Extended Amount field on this line to represent the cost of the services.

Enter "500.00".
23. Let's see what the Withholding link looks like now.

ithholding

{Z Regular Entry - Windows Internet Explorer [_ (=] x]
@:: ® [&] hetps: /. connectnd.us/pspindft /EMPLOVEE/ERF < /ENTER,_VOUCHER_INFORMATION. YCHR_EXPRESS. GBL7Falder—HYFAVORITES =1 & [ #2f x| [ Lve search L~
| File Edt Yew Favorites Took Help

S Favorites (& Reqular Entry

xxNDFT#

=3

Mew Wiindow | Help | Customnize Page | &

Withholding Information
Hackto nvoice

Unit: 32580 Invoice:  Splitlabor & parts Vendor: 0000089644 B &L PLUMBING
VAT Entity: Voucher: MEXT Date: 06/10/2008

Postpone Withholding ™

Invoice Line Withhold Information

Line Description

Code
1 Il

Withholding Details

'Withholding
A » U I - Contract | Rule Apphy -
Entity Type Jurisdiction | *Class Baslr?i::n Override [Withholdins Applicable

[ 1Fs el alFeE a 7 oal [ alpamen [ & |B[E

Line Description “Withholding Applicable ==

2 2

Withholding Details Custornize | Ein Al B First [ 101 ] Last

'Withholding
I " Contract |Rule
“Entity “Jurisdiction | 'Class Baslr?is;m Reference |Override V\mhhuldm Applicable

|IHQ|ID—BQC{ IFQ “TQ [ I_C\|Payment 2 ‘-‘El

&/ start J é J (@ Regular Entry - Windo... J (7 | 2 @&
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Step Action

24, Click the Withholding Applicable option to remove reporting from this line.

25. We do not want this line to be reportable, because it is for the parts amount. Click
the Applicable option.

26. Leave the second line alone to report the $500.00 in services. Click the Back to
Invoice link.

Backto Invoice

{Z Regular Entry - Windows Internet Explorer

6:- [&] htps: v connectnd. usfpspincit/EMPLOYEE (ERPJ/ENTER_YOUCHER_IHFGRMATICN. #CHR_EPRESS, GBLFolder—MYFAYORITES =l & |4l x| &7 Gve scarch L~

| File Edit Wiew Favorites Took Help

7 Favorites @ Reqular Entry

++NDF T

(=13

| nvoice Information '\ Fayments |~ Walcher Aftriautes

Business Unit: 32580 tnsice Number: 2RI 1260r € parts Budget Status:
Voucher ID: MEXT Invoice Date: 08102009

Voucher Style:  Regular Action: ~| Run | Printinvoice

PO Unit: @, Purchase Order: Q | CopyPo Worksheet Copy Option: | None -
vendor:  [000008%644 Q “Pay Terms: 00 Now 7  BasisDtType InvDate

Name: B & LPLUM-001 O Control Group: Q Comments(0

Location:  [waN @ Accounting Date: [prgizana 50

*Address: ,_1Q Advanced Vendor Ssarch  *CuITency: WO\ Mon Merchandise Surnmary
B &L PLUMBING Total: [ 75000 _Calculate

A1 ETHAVE C Session Defaults

LISBOM, MD 58054 wiithholding

Packing Slip:

= Line ‘Distribute by Htem Description Quantity UOM Unit Price Extended Amount

1 [amount =] [ a | | a] | 250,00
Ship Ta SpeedChart b
IWO\ WQ [ Use One Asset ID Calculate
~ Distribution Lines Cus

GL Chart Exchange Rais |  Stafistics
Copy

o Amount  Quantity *GL Unit  Account Opentem Oper Unit Fund Dept Program  Class  pePUS  Project Activity Source

= 1 250,00 32500 O [534035 Q Qe @Az @ foaz Q Q, [aoi7o Q;suo Q [z21z o [oo a_ [Frvar

AlLLBE  First [ 4014 ] Last

= Line ‘Distribute by Kem Description Quantity UOM Unit Price Amount
2 [amount =] | a | [ a | 500.00
Ship To SpeedChart

BLHSC  Q fozoz QL I Use One Asset ID Calculate

~ Distribution Lines
GLChart Y ExchangeRste | Stafistics Yy  Assets

Copy Aot Pounantitns 501 Uit

First " 101 " Last

nnnnnnnnnn PCBUS  nenines Ating Source ¥
J i BN
#istart| | & || & regular Entry - windo... | @ | s @

Customize | Find | View

FP—— Amonbom Anor lnd Coend Nont

Step Action

27. Once you are confident that the right amount will be reported on this voucher, save
and budget check as normal. For this example, just click the Home link.

o]
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Step

Action

28.

That is how to split parts and labor for 1099 reporting purposes, or any reportable
and non-reportable expenses on the same voucher.

If the invoice combines all the repairs into one lump amount, do not hesitate to
report the entire amount. The IRS says over and over that it is better to report the
entire amount rather than none of it.

End of Procedure.
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ST Lesson 4.3 - Batch Processing
Batch Processing

PeopleSoft Payables provides the process to budget check and build vouchers in batch format
from various source transactions.

ST 4.3.1 - Batch Budget Checking
Batch Budget Checking

Navigation: Accounts Payable > Batch Processes > Vouchers > Budget Check

If applicable, agencies can budget check multiple vouchers through the batch budget checking
process.

Page 155



Procedure

This topic shows how to run a Batch Budget Checking process.

ffmplnyee—[

ing registry content - Windows Internet Explorer

_[=]x]

@A - |g https:/ v, connectnd, usfpspndft/EMPLOYEE [ERP/h 7 tab=DEFALLT
{3 Favarites ‘ $:3 € | Suggested Sites - @ | Web Slice Gallery -

(& Employee-facing registry content | |

j@ Rl 4| X II’_”Live Search 0 |-

f’-ﬁﬁ ~ Fl - ) e= ~ Page~ Safety -~ Tools - .@.-

[ Project Costing

[= Staffing

[> Travel Administration
&> Billing

[> Accounts Receivable
[» Accounts Payakle

[- eBetlements

[» Agget Management

&> Banking

[» Cash Management
[> Deal Managernent
[ Risk Management
[» Financial Gateway
[ AT and Intrastat

[ Commitrent Contral
[> General Ledger

[- Allocations

[> Statutory Reports

[» SCM Integrations

[ arklist

[> Tree Manager
[> Reporting Tools
[» PeopleTools

[> Packaging

I> WD HE Applications
[» ND'S Repors

S e

[> Program Management

[> Proposal Management

[ Maintenance Management
[ Resource Management

[» Lease Administration

[ Travel and Expenses

[+ IT Asset Management

[> Excise and Sales TaxVAT IND

[> Set Up Financials!Supply Chain
[ Enterprise Components
[ Government Resource Directory
[» Background Processes

[ Application Diagnostics

[ WD Uilities & Interfaces

https:f fuww . connectnd . usfpspindfEfEMPLOYEE/ERP) < MEBLIE_PTPP_SC . HOMEPAGE  FieldFarmula.Isc |0 Internet | Pratected Mode: OFF a0 | F00%

:’Startl J T W -] JI & Employee-facing regi...

[~

sl

oM B0 I

Step

Action

Click the Accounts Payable link.
[l Accounts Payahlel
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SBase Navigation Page - Windows Internet Explorer

Training Guide
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ﬁ Favorites ‘ {;9 £ | suggested sites = @ | Web Slice Gallery =

fé Base Mavigation Page

ORACLE" You are on Database: NDOFT

Home
Favorites - Main Menu > Accounts Payable
- : - -

hufzin Menu =
E Accounts Payable
Access PeopleSoft Payables.

ﬁ Vouchers ﬁ Control Groups
Add, maintzin, snd approve vouchers. Add, maintain, and reviewy control groups.
[ Addfpdste =] Group Information
[ Wisirtsin [=] Upriate Status
[ fpprove [= Delete Control Group

[=] Post Cortrol Groun
Review Accounts Payable Info

Run inguiries on wouchers, vendors, payments, and
integration with systems.

Batch Processes
Process vouchers, payments, accounting entries, clearing,
and rervaluation

[ Wouchers [ Pavables Search Critetia
[ Payment [ ¥ouchers
[ Extracts and Loads [ Interfaces

3 More... 2 hlare...

nccuums Payable Center

Accessthe Accounts Payable center.

:'Startl J i .4} El @ JI @Base MNavigation Page...

5\1_;.:  [&] https: s, connectnd. usjpspndftjERPLOYEE JERPjS{WEBLIE_PTPP_SC. HOMEPAGE. Fieldrarmula. 1script_ ||| S || 42 [ 3¢ | [& Lve search | 2|

| MuttiChannel

Edit "®ocounts Payable" Folder

ﬁ Payments
Create and manage payments.

[ Pay Cyele Processing
[ Pay Cyole Spprovals
[ Pay Cyole Excentions
S Mare...
Reports
Create accounts paysble reports
[ Wouchers
[0 Woucher Reconcilistion
[ Payments
3 hore...

https:Jfum . connectnd, us/psc/ndft/EMPLOYEE/ERP{s/WEBLIB_PTPP_SC.HOMEPAGE FieldFormulatsa| | [ [ [ [ [ nternet | Protected Mode: OFF

[75 ~ [®me -
[E B ERe!

Step Action

2. Click the Batch Processes link.

gat[:h Processes

3. Click the Vouchers link.

4, Click the Budget Check link.

A
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Step Action
5. After navigating to a report, the user will be asked to enter a Run Control ID:

The Run control is a database record that allows a user to define criteria for a
specific process. The Run Control is saved after it is created and can be used again,
or modified, the next time the same process is run. Run Controls are unique to a user
ID.

The first time a report is run you will need to Add a New Value. The Run Control
can be any alpha/numeric combination but cannot have spaces. Once the Run
Control is entered you will proceed to the parameters page.

ﬁBudget Check - Windows Internet Explorer [ _[&]x]
&:::5 - |g, https:J‘,l’www.connectnd.us;’psp,l’ndFt,l’EMPLO\r'EEJ‘ERP,ic,l’ENTER?VOUCHER?INFORMATION.AP?KK?CHECK.G\j 3 90| % I:' Live Search Pl

fj{ Favarites ‘ 3:5 € | Suggested Sites ~ @ | Web Slice Gallery -

EBudget Check @ - - ] Qéa ~ Page - Safety = Tools - @v »

ORACLE" You are on Database: NDOFT

Home | ‘wiorkist |  MuliChennel Conecle | AddtoFavarites |
Favorites EMainvMEnu > Accounts Payable » Batch Processes > Wouchers > Budget Check
: - - -

B Mewwindow (2 Help T hitp
Budget Check
Enter any information you have and click Bearch. Leave fields hlank for a list of all values.

[ Add 2 Mew Valug |

Lirnit the nurmber of results to fup to 300y |200
Run Control ID: [ hegins with v] |

[ case Sensithve

| Bearch | Clear |Basic Search [@f Save Search Criteria

Find an Existing Value | Add a MewWalue

4] | |
javascript:submitAction_win0{document.wind, ‘#ICSwitchMode'); ’_’_’_’_ ’_ ’_ ﬁ Internet | Pratected Mode: OFF v';] - | FA00% - A
:*Startl J Lmyeé JI i€ Budget Check - Windo... J il 7 @ Q5 s

Step Action

6. Click the Add a New Value tab.
|/ Add 3 Mew Valug |
7. Enter the desired information into the Run Control ID field.

Enter "budget_check".
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Step Action
8. Click the Add button.

__(: Budget Check - Windows Internet Explorer [_ (=] x]
%  [&] https: fvwes. connectnd. usipspindFt/EMPLOYEE/ERFc/ENTER_YOLCHER _INFORMATION.AP_kk_cHECK. ]| G || 49| x| [&¥ Live Search |2
1‘} Favarites ‘ ﬁ € | Suggested sites ~ @ | Web Slice Gallery -
»
@ Budget Check @ - | @ ~ Page - Safety = Tools - @v

ORACLE" You are on Database: NDFT

Home: | Worklizt | MuttiChannel Congale | Add to Favortes | Sign out
Favovrites éMainvMenu » Accounts Payable » Batch Processes » Wouchers > Budget Check
H - - -

B M WWindow ®Help E‘)Custumwzepage Ehﬁp

Budget Check

Run Control ID:  pudget_check Eeportanager  Process Manitar R

Process Request Parameters

vl First K4 of 4 D Lot

*Process Frequency: | Cion't Run j Iﬂ I:—I

Reguest Humber: 1

*Description: |

*Transaction Type: Qﬂ I~ Process All Business Units
Selection Parameters Find | Yiew &1l First 04 0f 1 D Last
Field Name value Type  From/To FromiTo
HI = =
save | [ Motity | i Retresh [k Add | | 5] UpdateDisplay
Dione ’_’_’_’_ ’_ ’_ |§ Inkernet | Protected Mode: OFF fa - | FA00% v

f?‘startl J i m T @ JI@Budget Check - Windo... J i il [H @ =5 @(}’)

Step Action

9. Click the Process Frequency list.
|D|:|r'|‘t Run j|
10. Click the Always Process list item.

11. Enter the desired information into the Description field. Enter "budget check".
12. Click the Look up Transaction Type (Alt+5) button.
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@v Ia https:f,l’www.connectnd.us;’psp,l’ndFt,l’EMPLO\"EEJ‘ERP,ic,l’ENTER_VOUCHER_INFORMATION.F\P_KK_CHECK.G\j a [E I” Live Search

ﬁ- Favarites ‘ ﬁ E Suagested Sites ~ E ‘web Slics Gallery =

e Budget Check

ORACLE" You are on Database: NDFT
Home: | | MuttiChanne! C
Favovrites MainvMenu 3 Accountgpayable > Batch Piacesses 3 Voushers » Budget Check

Look Up Transaction Type

Source Transaction Type: I hegins with @|

” I ]1 “Cance '.._!Elasm Lookup

Search Results

ource Transaction Type
e
AP ACCT LN
AP ACTDSEC

AP VOHR ME  Youcher (Mon-Prorated ftem) |
AP VOUCHER Voucher |

javascript: ptCommonObj.updatePrampt{document . wind,' # TCRow4'); ’_’_’_’_ ’_ ’_ ﬁ Internet | Pratected Mode: OFF ‘a - m 100%  « 4
ﬂ'startl J i = E g JIgBudget Check - Windo... J

Step Action
13. Click the Voucher link.
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,_f_.'_ Budget Check - Windows Internet Explorer [ _ (8] x]
% ¥ [&] https: s, connectnd. usipspndftjERPLOYEE JERPjc/ENTER_VOLICHER_INFORMATION.AP_kk_CHECK. G || S || 42 || 3| [8 Lve search (2|

i’} Favorites ‘ {3 £ | suggested sites = @ | Web Slice Gallery =

(& Budget Check - + [ fmy v Page - Safety  Tools » g~ i

ORACLE" You are on Database: NDFT

Home: | MuttiChanne! A Sign out
Favorites fMalnvMenu > Accounts Payable » Batch Processes » Wouchers > Budget Check

E newwindow (DHelp [ custormize Page T hitp
Budget Check

Run Control ID:  pudget_check Report Manager  Process Monitor Run

Process Request Parameters

*Process Frequency: |A\ways Process j (=]
Request Humber: 1
*Description: |hudget check
*Transaction Type: AP_VOUCHER (@ ™ Process All Business Units
Selection Parameters Fing | iew A1l First I 4 of 1 D Last
Field Name Value Type  From/To From/To
I — =

Accounting Date
{Busin it

Cloge Status Indicator
Control Group 1D
Invaice Mumber
Vendar D

' Yendor SetiD

. Voucher [0

Refresh | [Eh aad | | 5] UpdateDisplay |

’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Made: OFF ’v‘"ﬂ_vl A0 - A
I?Startl J i .} El E JI g Budget Check - Windo... J il m |_| ® @ UB @'ﬂ”j

Step Action
14.

15. Enter the desired information into the From/To field if necessary. Enter *11000".
16. Click the Save button.

Save

17. Click the _Run button.
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= [&]) hetps: [ty connectnd.usfpspindFt/EMPLOVEE ERPJc/ENTER_VOUCHER_INFORMATION AP_kk_CHECK. G/ x| &4 |§| |z| J&¥ Live Search |2+

i} Favarites ‘ {5 € | Suggested Sites - @ | Web Slice Gallery -

gBudget Check ﬁ - | @ ~ Page - Safety = Tools - ®v »

ORACLE" You are on Database: NDFT

Home V" hiutiChannel Ci

Favovrites §MainvMenu > Accauntgpayable » Batch Piacesses v Voughers »  Budget Check
B M Window @Help Boustom\ze Fage Ehﬂp

Process Scheduler Reguest

User ID: LDEHANNONG@ND GOV Run Control ID: hudgetcheck

Server Name: d Run Date: |19/27/2011 5
Recurrence: 2 Run Time; [9:40:43AM | Resetto Curent DateTime \

Time Zone: Q,

Select Description Process Hame Process Type “Type *Format Distribution
2 cormrn. Chitrl. Budget Processor FS_BF Application Engine  [Web 7 IW 'I Distribution
| ok | cancel | Refresh |

Done ’_’_’_’_ ’_ ’_ ﬁ Internet | Pratected Mode: OFF ’G'h_vl FI00% v A
f?‘Startl J - JI /& Budget Check - Windo... J i il [F @ e s

Step Action
18. Click the O_K button.
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f_.'_ Budget Check - Windows Internet Explorer [ [=] =]

- |g, https:J‘,l’www.cnnnectnd.us)’psp,l’ndft,l’EMPLO\'EEJ‘ERPJCIENTER_VOLICHER_INFORMATION.AP_KK_CHECK.G\j 5 |‘?|| X | Iqu Live Search |}J ‘|

{2‘ Favarites ‘ {é, £ | suggested sites » @ | Wweb Slice Gallery =
»
@Budget Check & - - [ @ -~ Page - Safety ~ Tools - @v

ORACLE" You are on Database: NDFT

Home

Favorites fMalnvMenu > Accounts Pavable > Batch Processes > Wouchers > Budget Check

E Mewwindow (DiHelp  [F customize Page ‘
saved
Budget Check :
Run Control ID:  hudgetcheck Report Manager  Process Monitor | Run ‘
Process Instance:B556072
Process Request Parameters i
*Process Frequency: |Always Process =] =
Request Humber: 1
*Description: |h“'3IgEt check
*Transaction Type: AP_VOUCHER @ ™ Process All Business Units
Selection Parameters g First EN 4 o1 I3 qst
Field Name Value Type  From/To From/To
BusinessUnit =] [Range =] [11000 @, [11000 @, HE
|5l save | [=] Motifty | | Refresh | [Ek add | | 5] Updsteisplay |
iavaseript:hiction_win0{document wind, PRCSRQSTDLG_WRK_LOADPRCSMONITORPE, 0,0, Process | | | | | | [ Internet | Protected Mode: OFF RN SIR

A’fstartl J i . ] & Jlgﬂudget Check - Windo... J i il HE @ @0 @'ﬂ”j

Step Action

19. Click the Process Monitor link.
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% = [ hetps: [ty connectnd.usfpspindFt/EMPLOVEE ERPJc/ENTER_VOUCHER_INFORMATION AP_kk_CHECK. G/ x| 4 |£| |£| J&¥ Live search =

{} Favarites ‘ i:‘s € | Suggested Sites - @ | Web Slice Gallery -

gBudget Check @ - - ] @ ~ Page - Safety = Tools - @v »

ORACLE" You are on Database: NDFT

Home: | | MuttiChannel Cor e | Add to
Favovrites §MainvMenu > Accauntgpayable » Batch Piacesses 3y Voughers v Budget Check

B M i o @Help D-/Custom\ze Page B hty A

Server List
User ID: [LDEHANNONED, Type: | =] JLast =l 45 [oas =] . Reftash
Server: I—LI Mame: ’7(% Ins‘tance:\ to |
Run [T o Distribution [ 5] W Save On Refresh
Status: Status:
Process List
Select Instance Seq. Process Type :;‘:ﬁ% User Run Date/Time Run Status Distribution Details
= BS5E072 Application Engine FS_BP LOSHANNONEMND. GOV 092772011 S9:40:43AM COT Queued [l Details
[l BE55259 SQR Report AR30003  LDSHAMMOMNEMND.GOY 0901 2/2011 12:4556FM CDT Success Fosted Details
= B555292 FEJob ARLUPDATE LDSHAMMOMEMND.GOY 0971 2/2011 12:42.36FM COT Success Fosted Details
[T 6555290 2GR Report ARI0003  LOEHAMMOM@E@MD. GOV 09122011 12:38:50PM COT Success Posted Details
I 6355283 FSdob ARUPDATE LDSHAMNNOMN@E@MND. GOY 091 2/2011 12:36:31PM COT Success Fosted Details
[l BA55282 SGR Report AR30003 LDSHAMMONEMND.GOY 091 212011 12:25 34FM COT Success Fosted Details
= B555275 FEdob ARUPDATE LDSHANNOMNEMND. GOY 0971 22011 11:18:51AM COT Success Fosted Details
[l Ba5a266 FEdob MDSBINZ  LDEHAMMOM@EMND.GOY 091 2/2011 100884240 COT Success Fosted Details
- B555265 2GR Report ARI0003  LDEHAMMOMEMD. GOV 081 2/2011 2:88:36AM COT Success Posted Details E
-
4 | »
Done ’_’_’_’_’_’_ﬁ Internet | Pratected Mode: OFF ’\fﬂ_vl FI00% v A

ffstartl J i .4 ﬁ g JlgBudget Check - Windo... J il m |_| @ m UB @(}’)

Step Action

20. Click Refresh periodically to update the Run Status. Once the Status is Success and
the Distribution Status is Posted, click on the Details hyperlink.

Click the Refresh button.

21. The process is complete when the Run Status is Sucess.

22. This topic showed how to run the Batch Budget Checking process.
End of Procedure.
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ST 4.3.2 - Voucher Build - Errors/Staged Vouchers
Voucher Build - Errors/Staged Vouchers

Navigation: Accounts Payable > Vouchers > Maintain > Voucher Build Error Detail

The Errors/Staged Vouchers is a component where the Voucher Build process has resulted in pre-
edit errors and the vouchers are stored in tables for correction.

Procedure

This topic shows how to run the Voucher Build - Errors/Staged Vouchers process.

ﬁEmpluyee—[ﬂcing registry content - Windows Internet Explorer

@A b |g https: [ v, connecknd, us/pspndrt EMPLOYEE [ERP b7 tab=0EFALILT j % @ || I:)’ Live Search B~

{_‘f Favarites ‘ i.f‘, € | Suggested Sites - @ | Web Slice Gallery -

- = »
@Emp\oyeefl’acing registry conbent | | f’-aﬁ - E - ['| M= = Page = Safety = Tools = |®|v

[» Services Procurement ;l
[> Sourcing

[+ Engineering

[> Manufacturing Definiions
[» Production Control

[> Configuration Modeler

[> Product Configurations

> Quality

[> Demand Planning

[ Inventary Policy Planning
[> Supply Flanning

[> Grants

[> Program Management

[> Project Costing

[> Proposal Management

[> Maintenance Management
[» Resource Management
[» Lease Administration

[» Staffing

[> Travel and Expenses

[> Travel Administration

[ Billing

[ Accounts Receivable

[» Accounts Pavable

[» eSettlements

[ Azset Management

[ IT Azset Management

[ Banking

[» Cash Management b
[ Deal Managerment

[» Rigk Management

[+ Financial Gateway

[ WAT and Intrastat

[» Excise and Sales TawWAT IND
[> Commitrment Contral

[» General Ledger

[> Allocations

[+ Statutory Reports

[> SCM Integrations

[> Set Up FinancialsSupply Chain

[~

https: f fuaww .connectnd . usfpspindfLfEMPLOYEE/ERP) < MEBLIE_PTPP_SC.HOMEPAGE. FieldFormula.I5c |0 Internet | Pratected Mode: OFF a0 | H100% v A

:’Startl J __—}._La [ Ql e JI@Empluyee—[acing regi... J il m |_| ® = G @I{})}

Step Action

1. Click the Accounts Payable link.
[l Accounts Payahlel
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5‘_;.:  [&] https: s, connectnd. usjpspndftjERPLOYEE JERPjS{WEBLIE_PTPP_SC. HOMEPAGE. Fieldrarmula. 1script_ ||| S || 42 [ 3¢ | [& Lve search | 2|
ﬁ Favorites ‘ {;9 £ | suggested sites = @ | Web Slice Gallery =
= >
fé Base Mavigation Page & - v || g v Page r Safety v Tools - @v
Home
Favorites - Main Menu > Accounts Payable
- - -
hufzin Menu =
E Accounts Payable Edlt "&ccourts Payable" Folder
Access PeopleSoft Payables.
ﬁ Vouchers ﬁ Control Groups ﬁ Payments
Add, maintzin, snd approve vouchers. Add, maintain, and reviewy control groups. Create and manage payments.
[ cddiUpdate [=] Group Informstion [0 Pay Cyiole Processing
[ Msiritsin [=] Update Status [0 Pay Cycle Approvals
[ fpprove [= Delete Control Group [ Pay Cyole Excentions
[=] Past Control Groug S Mare...
Batch Processes Review Accounts Payable Info ﬁ Reports
Process vouchers, payments, accounting entries, clearing, Run inguiries on wouchers, vendors, payments, ancd Create accourts paysble repots
and rervaluation integration with systems. [ Youchers
[ Wouchers [ Pavables Search Critetia [0 Woucher Reconcilistion
[ Payment [ ¥ouchers [ Payments
[ Extracts and Loads [ Interfaces S More.
3 More... 2 hlare...
nccuums Payable Center
# Access the Accounts Payable center.
https:Jfu . connectnd. us/psc/ndft/EMPLOYEE/ERP{s/EBLIB_PTPP_SC.HOMEPAGE FieldFormula 1501 [ [ [ [ intemet | Protected Mode: OFf YR
:'Startl J i m Y -] J I @ Base Navigation Page... J i i FHO @ @[ﬂ’))

Step Action
2. Click the Batch Processes link.
gat[:h Processes
3. Click the Vouchers link.
4, Click the Voucher Build link.
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Step Action
5. After navigating to a report, the user will be asked to enter a Run Control ID:

The Run control is a database record that allows a user to define criteria for a
specific process. The Run Control is saved after it is created and can be used again,
or modified, the next time the same process is run. Run Controls are unique to a user
ID.

The first time a report is run you will need to Add a New Value. The Run Control
can be any alpha/numeric combination but cannot have spaces. Once the Run
Control is entered you will proceed to the parameters page.

(_.: Youcher Build - Windows Internet Explorer

5\1:;.: = [ i8] hitps: v connectnd. usipspjndft/EMPLOVEE [ERP{C/ENTER _yOUCHER_INFORMATION vCHR,_BATCH_RE[= || Sh [|#9|| ¢ | [£¥ Lve search [0

{3 Favorites ‘ {D‘; € | Suggested Sikes = @ | Web Slice Gallery =

E\u’oucher Euild & - [ Qé; ~ Page - 3afety = Tools » @v i

ORACLE" You are on Database: NDFT

| AddtoFavortes |
Favorites fMalnvMenu > Accounts Pavable > Batch Processes @ Wouchers > voucher Build
: S - =

B M Windowe @Help Eht‘lp

Voucher Build Request

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value Add a kew Value

Lirnit the nurmber of results to (up to 300y |300

Search by: Run Control ID hegins with||

[ Case Sensitive

. Search  [agvanced Search

Find an Existing Value | Add a Mew Walue

«| | 2
’_’_’_’_ ’_ ’_ ﬁ Inkernet | Protected Mode: OFF ’v(;]_'l A%~
L"Startl J ﬂ‘ .4 ?_ll @ JI @Vnuther Build - Windo... J i m |_| @ m @(}»

Step Action
6. Click the Se_zarch button.
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7. Click the voucherbuild link.
oucherbuild
rf'_ Youcher Build - Windows Internet Explorer [_ (=] x]
% =[] hetps:[fuons.connectnd spspidft{EMPLOYEE[ERPc/ENTER_WOUCHER_INFORMATION vcHR_BATCH RE ]| B |[49 || 2| [& Live search (2|~

{; Favarites ‘ {5 € | Suggested Sites - @ | Web Slice Gallery -
»
E\-‘oucher Build ﬁ - = [ @ -~ Page = Safety = Tools = @v

ORACLE" You are on Database: NDFT

Home: | Worklizt | MuttiChannel Congale | Add to Favortes
Favovrites §MainvMenu > Accauntgpayable » Batch Piacesses 3y Voughers »  Woucher Build
B M i o @Help [qjoustom\ze Page B hty A
Youcher Build Process Messages Build Errors

Run Control ID:  voucherbuild Reportifanager  Process Monitor Rt

Run Control Options
*Request ID: |

Description: |

From Date: l— Bl W assign Invoice ID
To Date: l— E] W assign Invoice Date
‘Process Option: | Process All Units =l
“foucher Sources: | Mew Youcher Data =l

Selection Parameters C e | Find | H | H ppot K ort O Last

Business Unit

Interfaces Customize | Find | BV | 38 Fist 4 0rq O Last
*Youcher Build Interfaces Publish Youcher Messages
| =l r ==
5] save | [=] motify | [& Refresh | b Add | | 5] Updatemisplay | e
“oucher Build | Process Messades | Build Errars -
4 | »
’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF - | 0% v

ffstartl J i 4] ﬁ @ Jle\l‘oucher Build - Windo... J i1 m |_| @ m EE @(}’)

Step Action
8. Enter the desired information into the Request ID field. Enter "001".
9. Enter the desired information into the Description field. Enter “voucher build™.
10. Enter the desired information into the From Date field. Enter "08/01/2011".
11. Enter the desired information into the To Date field. Enter "09/27/2011".
12. Click the Process Option list.
|F'r|:n:955 Al Units j|
13. Click the Business Unit list item.
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Step Action

14. Click the Voucher Sources list.
|NeanucherData j|
15. Iick the All (Unrestricted) list im.
16. Enter the desired information into the Business Unit field. Enter "11000".
17. Click the Voucher Build Interfaces list.
18. Click the All Interfaces list item.
19. Click the Run button.

(;‘Vuucher Build - Windows Internet Explorer
5\:—? = [&] https: v, connectnd. usipspindFt/EMPLOYEE JERPc/ENTER_YOUCHER_INFORMATION.vCHR_BATCH_RE ]| G || S22 J&¥ Live Search [0
{j{ Favarites ‘ ij:‘s € | Suggested Sites - @ | Web Slice Gallery -
& voucher Buid K~ B - )t - Page- safety v Took- @+
ORACLE You are on Database: NDFT
Home: | Worklist | MutiChannel Consale | Add to Favortes | Sign out
Favovrites MainvMenu > Accauntg Payable » Batch Piacesses 3 Voughers v Woucher Build
B M Window @Help Boustom\ze Fage ‘
Saved
Process Scheduler Request
User ID: LDSHANMNON@MND. GOV Run Control ID: voucherbuild
Server Name: j' Run Date; (19/27/2011 3
Recurrence: 2 Run Time: [10:58:544M . Resetto Current Date/Time
Time Zone: Q
Select Description Process Hame Process Type Type *Format Digtribution
Vv Waucher Build AP_VCHRBLD Application Engine  |Web 7 ITXT 'I Distribution
OK Cancel Refresh
Dione lililililililé Inkernet | Protected Mode: OFF - | LRT R
;."’Startl J i-. ] E|?_1| @ JI @\l‘oucher Build - Windo... J i1 m |_| @ m @'(}’)

Step Action
20. Click the O_K button.
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@ - |g, https:J‘,l’www.cnnnectnd.us)’psp,l’ndft,l’EMPLO\'EEJ‘ERPJCIENTER_VOLICHER_INFORMATION.VCHR_BATCH_REj a |§| |Z| Iff Live Search |P ‘|

ifi‘ Favarites ‘ {3 £ | suggested sites = @ | Wweb Slice Gallery =
@\u’oucher Euild ﬁ - - [ @ ~ Page - 3afety = Tools » @v i

ORACLE" You are on Database: NDFT

Favorites fMalnvMenu > Accounts Pavable > Batch Processes @ Wouchers > voucher Build

E Newwindow (DiHelp  [F customize Pag B
" Process Messages || Build Errors |

.~ Run |

Run Control ID:  voucherbuild Report Manager  Process Manitor
Process Instance:GE56020

Run Control Options

*Request ID: o01

Description: |v0ucher huild

From Date: [08r01/2011 5] ¥ Assign Invoice ID
To Date: IW [# M Assign Invoice Date
*Process Option: |Elu5iness Unit j
“foucher Sources: |AII (Unrestricted) j

Selection Parameters

Business Unit

oo @, =

Interfaces
*Woucher Build Interfaces *Contract Woucher Action Pul h Woucher Messages

| Al Interfaces | [Build vaucher s

| Save | |E| Totify | |0 Refresh | Acid | Update/Display |
“Youcher Build | Process Messages | Build Errors -
< | »
iavaseript:hiction_win0{document wind, PRCSRQSTDLG_WRK_LOADPRCSMONITORPE, 0,0, Process | | | | | | [ Internet | Protected Mode: OFF RN

©® DB S

|

ind

A'fstartl J i | é J (€ voucher Buil

Step Action

21. Click the Process Monitor link.
Frocess Moni
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{2 voucher Build - Windows Internet Explorer HEE
m ¥ [&] https: s, connectrd. usjpspndftjERPLOYEE JERPjc/ENTER_vOUICHER_INFORMATION vcHR_BATCH_RE || S || 42 || 5| [8 Live search (2|

{} Favorites ‘ {;9 £ | suggested sites = @ | Web Slice Gallery =

g\fnucher Euild & - -~ [ @ ~ Page -~ Safety - Tools - @v i

ORACLE" You are on Database: NDFT

Home: | MuttiChannel
Favorites Main Menu > Accounts Payable » Batch Processes @ Wouchers > Youcher Build
: S - =

D Mewwindow (2 Help & customize Page @ hitp =)

Server List
Wiew Process Request For
User ID: | DSHANNONE, Type: | =] [iest =l 45 [Days =] . Refresh
Server: 'l Name: @, Instance:\ to |
Run vl Distribution I vl ¥ Save On Refresh
Status: Status:

Process List

Select Instance Seq. Process Type Process Hame User Run Date/Time

[~ B556080 Application Engine AP_VOHRBLD LDSHAMMOMN@EMD.GOY 002772011 10:58:54AM COT Gueued i, Details
[T 6356072 Application Engine FS_BF LDSHANMOMNGMND GOY 0902772011 Q4004340 COT Success Posted Details
I |6355299 SGR Report AR30003 LDSHANMOMNEMND . GOY 0911272011 12:45:56FM CDT Success Posted Details
[T 6555292 FSlob ARUPDATE  LDSHAMMOMEMD GOV 0811272011 12:43:36PM CDT Success Posted Details
T 6555290 S0R Report AR30003 LDEHAMMOM@MD GOV 09i12/2011 12:38:50PM CDT Success Fosted Details
[T 6555283 P&lab ARUPDATE  LDEHAMMOMEMD.GOY 0801 202011 12:36:31PM CDT Success Posted Details
[T 6555282 SGR Report AR30003 LDSHANMONGMND . GOY 0911202011 12:25:34PM CDT Success Posted Details
I~ 6355375 FSdab ARUPDATE  LDSHAMMONEMD GOV 091 202011 11:18:51AM COT Success Posted Details b
[T  B555266 FSlob NDSHI0Z LDEHAMMON@MD.GOY 0811 2/2011 10:58:42AM CDT Success Posted Details
[T 6555265 S0R Report AR30003 LDEHAMMOM@MD GOV 081272011 858 36AM COT Success Posted Details

aj | _'ILI
Done ’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Made: OFF ’v‘"ﬂ_vl A0 - A
A’,'Startl J i .4} El g JI g\fuucher Build - Windo... J il m |_| ® @ UB @'ﬂ”j

Step Action

22. Click Refresh periodically to update the Run Status. Once the Status is Success and
the Distribution Status is Posted, click on the Details hyperlink.

Click the Refresh button.

23. Click the Details link.
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('_ Youcher Build - Windows Internet Explorer [_ (=] x]

w = [&] https: /v, connectnd. usipspndFt/EMPLOYEE JERPjc/ENTER_vOUCHER_INFORMATION veHR_BaTCH_RE | S || 42 || | [&¥ Live search =
3’}' Favarites ‘ 1‘;.; £ | Suggested Sites - @ | Web Slice Gallery -

N
g\-'oucher Eild ﬁ - = [ @ ~ Page - Safety = Tools - ®v

ORACLE" You are on Database: NDOFT

Haome W MutiChannel Ci
Favovrites MainvMenu »  Accounts Payable > Batch Processes @ Wouchers »  Woucher Build
H = - ~

B M i o @Help Boustom\ze Page B hty A

Process Detail

Process

Instance: E54E020 Type: Application Engine
Name: AP_WCHRBLD Description: oucher Build
Run Status: Success Distribution Status: Posted
M st
Run Control ID: wougherbuild  Hold Request
Location: Server £ Queue Request
Server: PSNT © Cancel Request

" Delete Reguest

Recurrence: { Restart Request
R i
Request Created On: 09/27/2011 10:58:57AM COT Parameters Transfer
Run Amytime After: 09/27/2011 10:53:54AM COT Messane Log Wiew Locks
Began Process &t 09/27/2011 10:59:10AM COT Batch Timinos
Ended Process At: 03/27/2011 11:02:104M COT YWiew Log/Trace
javascript: haction_winO{document.wind, 'PMM_DERIVED_IMDEX_BETHM, 0, 0, 'Wiew LogjTrace', False, trut’_’_’_’_ ’_ ’_ ﬁ Internet | Pratected Mode: OFF G'h - | FI00% v A

f}'startl J e Jle\l‘oucher Build - Windo... J i il [F @ e s

Step Action

24. Click the View Log/Trace link.
ey L
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{2 voucher Build - Windows Internet Explorer
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- [=]x]

% - |g, https:J‘,l’www.cnnnectnd.us)’psp,l’ndft,l’EMPLO\'EEJ‘ERPJCIENTER_VOLICHER_INFORMATION.VCHR_BATCH_REj a |‘?|| X | II._" Live Search
3’} Faworites ‘ s.;; £ | suggested sites = @ | Web Slice Gallery =
E woucher Build

ORACLE" You are on Database: NDFT

Home
Favorites fMalnvMenu > Accounts Pavable > Batch Processes @ Wouchers > voucher Build

View LogiTrace

Report 1Dz A214686 Process Instance: G556030 Message Log

Name: AP_WCHRBLD Process Type:
Run Status: Success

Application Engine

Woucher Build
Distribution Details

Expiration Date: |D1 mnaizoz

|| File List

Distribution Node: T

Hame File Size (bytes: Datetime Created
AE AP WCHRBLD RSSA080AET 248

0902772011 11:02:10.413000AM COT
0902772011 11:02:10.413000AM COT

|| Distribute To

AE AP VCHRBLD G55B020.stdout 1,387

Distribution ID Type *Distribution ID

User LOEHAMMOMEND. GOV

| Return |

hittps:/ fven .connectnd. uspsreports/ndft /521 4686/AE_AP_YCHRELD _6556080.stdaut

l_ l_ l_ ’_ ’_ ’_ ﬁ Internet | Protected Made: OFF

& - | @ ~ Page - Safety ~ Tools + @v »

D Mewwindow (2 Help & customize Page @ hitp =

(2]

ffstartl J i | é JI (€ voucher Build - Windo...

[FISnREEo] =G w)

=
a v M -

Step Action

25. Click the AE_AP_VCHRBLD_6556080.stdout link.
E AP WCHRBLD G556050.stdou
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ww.connecknd. ‘ndft/5214686,/AE_AP_¥CHRBLD_6556080.stdout - dows Internet Explorer

|g https:/ v, connectnd  usipsrepartsindftS214686/ AE_AP_WCHRELD 5558080, stdaut j % B 44| X I:’Live Search

5.q Favorites ‘ 95 @] Suggested Sites @ | Weh Slice Gallery ~

(& htbps: {fwna, connectnd. usjpsreportsindfe/S21 4686/ .. | |

FPeopleTools §.51.12 - Application Engine 3erver =
Copyright (o) 1988-2011 Oracle andfor its affiliates.
L1l Rights Reszerved

PSAESRV started service regquest at 10.59.10 2011-09-27

Pre-Edit (7220,16)

HNew wouchers to 1003 210,105)

Recycled woOuchers be reprocessed = 0 (7210,106)
Begin load of Recycle Wouchers (7210,101)

10.59.26 Updatel3tats ignored - COMMIT required
Beginning Voucher Header Defaults and Editing (7210,103)
Invoice Line Default Processing Ztarted. (7210, 104)
10.59.35 Update3tats ignored - COMMIT required
Beginning Voucher Distribution Defaulting. (7210,107)
Applying Voucher Payment Defaults. (7210,108)
Processing Miscellaneous Voucher Records. (7210,122)
DEFAULT processing completed [7210,109)

EDIT processing started (7210,110)

EDIT processing completed [7210,111)

PRORATE processing completed [7210,113)

Done l_l_l_l_l_l_le Internet | Pratected Mode: OFF a0 | FA00%
{‘startl J - J & voucher Buﬂd-WlndDws...l /& hittps:/ /www.connect... J TRTEEEe] @05

sl

Step Action
26. Click the Close button.

217. This topic showed how to run the Voucher Build - Errors/Stages VVouchers process.
End of Procedure.
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ST Lesson 4.4 - Voucher - Payment Inquiries
Voucher - Payment Inquiries

Payables provides inquiry pages and reports that enable you to access vouchers or obtain payment
and vendor information by utilizing search criteria data.

ST 4.4.1 - Voucher Inquiry
Voucher Inquiry

Navigation: Accounts Payable > Review Accounts Payable Info > Vouchers > Voucher

Voucher Inquiry enables you to view information regarding vouchers processed through
PeopleSoft Accounts Payable.
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Procedure

This topic shows how to access VVoucher Inquiry.

ffmplnyee—[

ing registry content - Windows Internet Explorer

@A - |g https:/ v, connectnd, usfpspndft/EMPLOYEE [ERP/h 7 tab=DEFALLT

{3 Favarites ‘ $:3 € | Suggested Sites - @ | Web Slice Gallery -

& Employee-facing registry content

=4

_[=]x]

By (| 2| % II’_:’LiveSBarch

f’-ﬁﬁ ~ Fl - ) e= - Page~ Safety -~ Tools - .@.-

e

[- Services Procurement

[> Sourcing

[> Engineering

[> Manufacturing Definiions
[» Production Control

[> Configuration Modeler

[> Product Configurations
[> Guuality

[> Demand Planning

[> Inventory Palicy Planning
[> Supply Flanning

[ Grants

[> Program Management

[> Project Costing

[> Proposal Management

[ Maintenance Management
> Resource Management
[> Lease Administration

> Staffing

[+ Travel and Expenses

[> Travel Administration

[ Billing

[» Accounts Receivable

[» Accounts Pavable

[> eSettlements

[> Asset Management

[ IT Azset Management

[> Banking

[> Cash Management

[> Deal Management

[> Rigk Management

[ Financial Gateway

[ WAT and Intrastat

[» Excise and Sales TawWAT IND
[> Commitment Contral

[> General Ledger

[ Allocations

[» Statutory Reports

[ BCM Integrations

[> Set Up FinancialsSupply Chain

[~

https:f fuww . connectnd . usfpspindfEfEMPLOYEE/ERP) < MEBLIE_PTPP_SC . HOMEPAGE  FieldFarmula.Isc |g Internet | Pratected Mode: OFF

:’Startl J __—}__La .4 % @ JI @Empluyee—[acing regi...

Step

Action

Click the Accounts Payable link.
[l Accounts Payahlel
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Module 4 — Accounts Payable

i:? Favorites ‘ {;9 £ | suggested sites = @ | Web Slice Gallery =

E Base Mavigation Page

ORACLE" You are on Database: NDFT

Home
Favorites - Main Menu > Accounts Payable
- : - -

hufzin Menu =
E Accounts Payable
Access PeopleSoft Payables.

ﬁ Vouchers ﬁ Control Groups
Add, maintzin, snd approve vouchers. Add, maintain, and reviewy control groups.
[ AddUpdste =] Group Information
[ Wisirtsin [=] Upriate Status
[ fpprove [= Delete Control Group

= Post Cortrol Groun
Review Accounts Payable Info

Run inguiries on wouchers, vendors, payments, and
integration with systems.

Batch Processes
Process vouchers, payments, accounting entries, clearing,
and rervaluation

[ Wouchers [ Pavables Search Critetia
[ Payment [ ¥ouchers
[ Extracts and Loads [ Interfaces

3 More... 2 hlare...

nccuums Payable Center

Accessthe Accounts Payable center.

:'Startl J i .4} ?_ll E JI @Base MNavigation Page...

SBase Navigation Page - Windows Internet Explorer !E E
5\‘:}  [&] https: s, connectnd. usipspndftjERPLOYEE JERPjS{WEBLIE_PTPP_SC. HOMEPAGE. Fieldrarmula. 1script_ ||| S || 42{| 3¢ | [& Lve search | 2|

& -8B - = Qé; - Page -~ Safety = Tools ~ @v »

| MuttiChannel

Edit "®ocounts Payable" Folder

ﬁ Payments
Create and manage payments.

[ Pay Cyele Processing
[ Pay Cyole Spprovals
[ Pay Cyele Excentions
S Mare...
Reports
Create accounts paysble reports
[ Wouchers
[0 Woucher Reconcilistion
[ Payments
3 hore...

https:Jfuw . connectnd, us/psc/ndft/EMPLOYEE/ERP{s/WEBLIB_PTPP_SC.HOMEPAGE FieldFormulatsa| | [ [ [ [ [ Internet | Protected Mode: OFF

TR
= P

Step Action

2. Click the Review Accounts Payable Info link.

@'ew Accounts Payahle Info

3. Click the Vouchers link.

4, Click the Voucher link.
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__(: Youcher - Windows Internet Explorer [_T5[x]

% = [&] https: v connectnd. usfpspndFt/EMPLOYEE JERPjc/ENTER_YOUCHER_INFORMATION.AP_YCHR_ING.G ]| S |£| |£| J&¥ Live search |2+

i} Favarites ‘ {5 € | Suggested Sites - @ | Web Slice Gallery -

@\-‘oucher @ - = [ @ ~ Page - Safety = Tools - @v »

ORACLE" You are on Database: NDOFT

Home: | Worklizt | MuttiChannel Congale | Add to Favortes | Sign out
Favovrites éMainvMenu » Accounts Payable » Review Accounts Payable Info > Wouchers » Youcher
H - - -

B M i o @Help D-/Custom\ze Page B hty A

Voucher Inquiry

Search Criteria

Search Name |ALL @,
From Teo

Business Unit 11000 (@, [11o00 @,

\oucher ID @, Y

Invoice Id [ @ [ @

wendor SetiD SHARE @, ||
Short Name [ @, | @,

vendor ID | @, lick

Wendor Location @,

Entry Status e
Accounting Dt E"J l— Eﬂ
Invoice Date [ [
Due Date 5 B
Entered Date . B &
Origin Set ID
0ri3in [ e [ &
Control Group ID @, Y
Contract ID [ [
Lease Number @, =

’_’_’_’_ ’_ ’_ |§ Internet | Protected Mode: OFf ’\fﬂ_vl F100% - A
;'."’Startl J i ] ﬁ E JI @ Youcher - Windows In... J il m |_| @ m UB @'(}’)

Step Action

5. Enter the desired information into the Vendor ID field. Enter "0000001871".
Note: Various search criteria fields are available, such as Invoice Id, Vendor ID,
etc.

6. Click the Search button.

7. The Voucher Detail results are displayed.

8. Click the Acctg Entries button for additional information.

9. The Voucher Accounting Entries are displayed.

10. This topic showed how to access Voucher Inquiry
End of Procedure.

ST 4.4.2 - Payment Inquiry

Payment Inquiry
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Navigation: Accounts Payable > Review Accounts Payable Info > Payments > Payment

Payment Inquiry enables you to view information regarding payments processed through
PeopleSoft Accounts Payable.

Procedure

This topic shows how to access Payment Inquiry.

(,;‘Emplnyee—[acing registry content - Windows Internet Explorer

@: = [&] https: s, connectnd, usfpsp/ndft/EMPLOYEE JERPjhj7tab=DEFAULT =l & &[4[ ] |8 Live s2arch Rl

f“f Favorites ‘ {,;, £ | suggested sites = @ | Wweb Slice Gallery =
= ~ »
@Emu\uyee-Facing registry content | | ﬁ - - [ p=y - Page - Safety ~ Tools - (@~

[ ltems :I

[+ Cost Accounting

[> Wendors

[ Purchasing

[ Inventary

[» eProcurement

[> Services Procurerment

[> Sourcing

[> Engineering

[> Manufacturing Definitions
[> Production Contral

[> Configuration Modeler

[> Product Configurations

[ Guality

[ Demand Planning

[= Inventory Policy Flanning
[> Supply Planning

[> Grants

[> Program Management

[ Project Costing

[> Proposal Management

[ Maintenance Management
[ Resource Management
[> Lease Adrministration

[+ Staffing

[> Travel and Expenses _
[> Travel Administration

&> Billing

[> Accounts Receivable

> Accounts Payable

[» eBetlements

[> Azset Management

[ IT Asset Management

[> Banking

[» Cash Management

[> Deal Managerment

[ Risk Management

[> Financial Gateway

[ AT and Intrastat

[> Excise and Sales TaxWAT IND

[~

>
https:/fuw . connectnd, us/pspfndft[EMPLOYEE/ERR/s/WEBLIE_PTPP_SC HOMEPAGE FieldFormulatse| | [ [ [ [ [ tnteret | Protected Mode: OFF Vh v [®mi -

."Startl J % .4 "Efl @ JI l{éIEm|:uI|:|wee—[al:ing regi. @ @[{}))

Step Action

1. Click the Accounts Payable link.
[l Accounts Payahlel
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Base Navigation Page - Windows Internet Explorer

5—\.‘ - |g, https:f,l’www.connectnd.us;’psp,l’ndFt,l’EMPLO\"EEJ‘ERP,KS,I’WEBLIB_PTPP_SC.HOMEPAGE.FieIdFormula.IScript_j & 4| % Il" Live Search Felhs
{3 Favarites ‘ {5 € | Suggested Sites - @ | Web Slice Gallery -

= »
EBase Mavigation Page @ ~ - [0 m=n -~ Page - Safety - Tools - @v

ORACLE" You are on Database: NDOFT

Home: |
Favovrites MainvMenu > Accounts Payable
-

hfain kenu =
E Accounts Payable Ediit "Accounts Payable" Folder
Access PeopleSoft Payables.
WYouchers Control Groups Pawvinents
Add, maintain, and approve vauchers. Add, mainitain, and revies control groups. Creste and manage payments.
[ A ndate [ Group Information [0 Pay Cyrle Processing
[ Wtzirtain [=] Update Status [ Pay Cyile &pprovals
[ Approve [=] Delete Cortrol Grougp [ Pay Cycle Exceptions
[=] Post Condrol Groun 5 More:
ﬁ Batch Processes Review Accounts Payahle Info ﬁ Reports
Process vouchers, payments, accounting entriss, clearing, Run incuiries on vouchers, vendors, payments, snd Create accounts payahbls reports.
and revaluation integration with =ystems. [ Youchers
[ Vouchers [ Paryables Search Criteria [ Woucher Reconciliation
[ Paymert [ Wouchers [ Paymerts
[0 Extracts and | oads [ Intertaces 5 Mare. ..
dMore... 2More...

.m:cnurnS Payable Center

Access the Accounts Payable center.

https: f fvaww .connectnd, usfpsc/ndft[EMPLOYEE/ERP s WEBLIE_PTPP_SC. HOMEPAGE FieldFormula. IS0 ﬁ Internet | Pratected Mode: OFF v’;] - | EI00% v A

:"Startl J i .9} ?j @ JI @Base Navigation Page... ﬁ @(})}

Step Action

2. Click the Review Accounts Payable Info link.

@'Ew Accounts Payable Info

3. Click the Payments link.

4, Click the Payment link.
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,_f_.: Payment - Windows Internet Explorer [ _ (8] x]
a5 | [Ew
G(L; - |g, https:J‘,l’www.cnnnectnd.us)’psp,l’ndft,l’EMPLO\"EEJ‘ERPJCICREATE_PAYMENTS.P\"MNT_INQ_SRCH.GBL?PORTIj & |i’| |£| Il_f Live Search |p ‘|
g} Favorites ‘ {;9 £ | suggested sites = @ | Web Slice Gallery =
Epaymant & - - [ @ -~ Page - Safety ~ Tools - @v »
ORACLE" You are on Database: NDFT
Home: | Worklizt | MultiChanne! Console | Add to Favortes

Favorites fMalnvMenu > Accounts Payable > Review Accounts Payable Info > Payments > Payment

Vendor Name | @ | @, a]
*Amount Rule |Any j

Amount |

Currency Q

Bank SetiD STATE (@,

Bank Code a
Bank Account @

Bank Account #
Reference
paymentDate | | [ =
PaymentMethod | 7]
Pay Cycle Y
aQ,

Seq HNum

Payment Status -]
Remit SetiD ETATE 4,
Remit Vendor @,

Settle By -]
Settlement Status -

Single Payment Youchers: [
Max Rows 300 Search Clear

I” Show Chart *Chart Type: | Bar Chatt -|
Sedting Criteria

1st sort: IAccount 'I [ Descending  7nd sort: PymntRel ¥| [~ Descending Sort

[
Internet | Protected Mode: OFF Vo [ M 100 -
4

A"?Startl J i [l El E JI@Payment—Winduws L J il m |_| ® @ UB @[ﬂ’))

Step Action
5. Enter the desired information into the Amount field. Enter "100.00".
6. Enter the desired information into the Payment Date field. Enter "08/01/2011".
7. Click the Choose a date (Alt+5) button.
8. Click the Current Date link.
9. Click the Search button.
10. This topic showed how to access Payment Inquiry.
End of Procedure.
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ST 4.4.3 - Accounting Entries Inquiry

Accounting Entries Inquiry

Navigation: Accounts Payable > Review Accounts Payable Info > Vouchers > Accounting
Entries

Accounting Entries Inquiry displays voucher accounting transaction information such as AP
Accruals, Payments, Cancellations or Closures.

Procedure

This topic shows how to access Accounting Entries Inquiry.

f?Empluyee—[acing registry content - Windows Internet Explorer

@A - |g, https: [ v, connecknd, us/pspndrt EMPLOYEE [ERP b7t ab=0DEFALILT j % B 44| X I:’Live Search y=Rks
5.7 Favarites ‘ 95 @] Suggested Sites ~ @ | Web Slice Gallery ~
@Emp\oyee-Facing registry conkent | | ﬁ - E - || m= = Page = Safety = Tools + |®|v »
[> Product Configurations ;l
[ Guality

[ Demand Planning

[= Inventory Policy Flanning
[> Supply Planning

[> Grants

[> Program Management

[ Project Costing

[> Proposal Management

[ Maintenance Management
[ Resource Management

[» Lease Administration

[+ Staffing

[> Travel and Expenses

[> Travel Administration

&> Billing

[> Accounts Receivable

[» Accounts Payable

[» eBetlements

[> Azset Management

[+ IT Aszet Management

[> Banking

[» Cash Management

[> Deal Managerment

[ Risk Management

[> Financial Gateway

[ AT and Intrastat

[> Excise and Sales TaxWAT IND
[» Commitrment Contral

[> General Ledger

[> Allocations

[> Statutory Reports

[» SCM Integrations

[ Set Up FinancialsiSupply Chain
[» Enterprise Components

[ Government Resource Directory
[» Background Processes

[ Warklist

[ Application Diagnostics

[ Tree Manager LI
https:uw.comnectnd. usjpspfndft/EMPLOYEE /ERR/s/WEBLIE_PTPP_SC HOMEPAGE FieldFormula.tsc| | [ | | | [ meemet | Protected Mode: off “h v | Haoow v

L"Startl J e H - JI@Empluyee—[acing regi... J i i [F @ @0 @K}))

Step Action

1. Click the Accounts Payable link.
|l Accounts Payablel
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Home: | | MuttiChannel C

Favovrites MainvMenu > Accauntgpayable

hfain kenu =
E Accounts Payable Ediit "Accounts Payable" Folder
Access PeopleSoft Payables.
Youchers Control Groups Payments
Add, maintain, and approve vouchers. Add, maintain, and reviesy control groups. Create and manage payments.
[ Al ndate [ Group Information [0 Pay Cyrle Processing
[ Wtzirtain [=] Update Status [ Pay Cyile Approvals
[ Approve [=] Delete Cortrol Grougp [ Pay Cycle Exceptions
[=] Post Condrol Groun 5 More:
ﬁ Batch Processes Review Accounts Payable Info Reporis
Process vouchers, payments, sccounting entriss, clearing, Run incuiries on vouchers, vendors, payments, snd Create accounts payable reports.
and revaluation integration with =ystems. [ Youchers
[ Vouchers [ Paryables Search Criteria [ Woucher Reconciliation
[ Paymert [ Wouchers [ Paymerts
[0 Extracts and | oads [ Intertaces 5 Mare. ..
dMore... 2More...
@ Accounts Payable Center
Access the Accounts Payable center.
https: f fvaww .connectnd, usfpsc/ndft[EMPLOYEE/ERP s WEBLIE_PTPP_SC. HOMEPAGE FieldFormula. IS0 |§ Internet | Pratected Mode: OFF v’;] - | FI00% v A

:"Startl J i [ ?_ll @ JI@Base Navigation Page... J il m |_| @) = @I{})}

Step Action

2. Click the Review Accounts Payable Info link.

@'Ew Accounts Payable Info

3. Click the Vouchers link.

4, Click the Accounting Entries link.

Eccuurrting Entries
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('_‘Accnunting Entries - Windows Internet Explorer

FRI e N
% = [&] https: fwwan. connectnd. usipspindFtEMPLOVEE ERPc/ENTER_YOLICHER INFORMATION.vcHR_accTa Er = || G || 49| x| [&¥ Live search =
{} Favarites ‘ i:‘s £ | Suggested Sites - @ | Web Slice Gallery -

g.\\ccounting Entries @ = - ] @ ~ Page - Safety = Tools - @v »

ORACLE" You are on Database: NDFT

Home: | Worklizt | MuttiChannel Congale | Add to Favortes | Sign out
Favovrites MainvMenu »  Accounts Pavable > Review Accounts Payable Info »  Wouchers > Accounting Entries
H - - ~

B M Window @Help D-/Custom\ze Fage Ehﬂp
Voucher Accounting Entries

*Business Unit; 11000 @ Youcher ID: | @ Invoice Number: @
*Accounting Line View Option: | Standard j ™ Show Foreign Currency Search Reset |
Invoice Date: Vendor ID: Vendor Name:

Accounting Information

Posting Process: GL Dist Status:

Customize | Find | “iew Al | Lzl | B First 4] 10f1 2] Last

Main Information Chartfiglds Journal

Description

Monetary Amount Currency Code Ledger GL Unit

Return to Youchers

Done ’_’_’_’_ ’_ ’_ ﬁ Internet | Pratected Mode: OFF ’\fﬂ_vl HI00% v A
ffstartl J i .4 ﬁ g JI g Accounting Entries - ... J il m |_| O m UB @(}’)

Step Action
5. Enter the desired information into the Voucher ID field. Enter "00001095".
6. Click the Se_arch button.
7.
8. Click the Show all columns button for Line 1.
=2k
9. Click the Show all columns button for Line 2.
[F=TH
10. Accounting information is displayed.
11. Additional information is displayed when scrolling to the right of the page.
12. This topic showed how to access Accounting Entries Inquiry.
End of Procedure.
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ST 4.4.4 - Find an Existing Voucher
Find an Existing Voucher

Training Guide
Module 4 — Accounts Payable

Navigation: Accounts Payable > Vouchers > Add/Update > Regular Entry

A search method to display a voucher that has been entered and saved in PeopleSoft.

Procedure

This topic shows how to Find an Existing Voucher.

ﬁEmpIDyee—[acing registry content - Windows Internet Explorer

@: - Ié, https: [ e connecknd, us/pspndft EMPLOYEE [ERP (b7t ab=0DEFALILT

{3 Favorites ‘ i,:‘s € | Suggested Sikes = @ | Web Slice Gallery =

E Employee-Facing registry content

Y

M= E3

B4 || X II’_"’LNeSaarch

& - =[] Qé; -~ Page = Safety = Tools = -@-v »

e

[» Bervices Procurement

[> Sourcing

[ Engineering

[> Manufacturing Definitions
[» Production Control

[> Configuration Modeler

[> Product Configurations
[ Guality

[= Demand Planning

I Inventary Folicy Flanning
[ Supply Planning

[» Grants

[ Program Management

[» Project Costing

[ Proposal Managerment

[> Maintenance Managerment
[* Resource Management
[> Lease Adrministration

[- Btaffing

[> Travel and Expenses

[» Travel Administration

&> Billing

[- Accounts Receivable

[> Accounts Payakle

[- eSetlements

[> Azset Management

[+ IT Asset Management

[> Banking

[» Cash Management

[ Deal Management

[ Rizk Management

[= Financial Gateway

[> AT and Intrastat

[» Excise and Sales TawAT IMND
[ Commitment Control

[ General Ledger

[> Allocations

[+ Statutory Reports

[ SCH Integrations
[+ Set Up FinancialsSupply Chain

El

hittps:Jfus connectnd, us/psp/ndft/EMPLOYEE /ERP /s WEBLIE_PTPP_SC HOMEPAGE FieldFormdatsc | | [ [ [ [ [ mtemet | Protected Mode: OFF

("‘Startl J % B 'ﬁ]:l @ JI@Emplnyee—[ating regi... J a m |_| @ @ G @(}))

-
hov | mi% v

Step

Action

Click the Accounts Payable link.
[ Accounts Payahble]
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Base Navigation Page - Windows Internet Explorer

5;: = [&] https: /v connectnd. usipspindFt/EMPLOYEEJERP/S{WEBLIE_PTPP_SC.HOMEPACE. FicldFormua. 15cript_ ]| S || S22 J&¥ Live search F=3E
{3 Favarites ‘ {5 £ | Suggested Sites - @ | Web Slice Gallery -

= »
EBase Mavigation Page @ ~ - [0 m=n -~ Page - Safety - Tools - @v

ORACLE" You are on Database: NDFT

Home: |
Favovrites MainvMenu > Accounts Payable
-

hfain kenu =
E Accounts Payable Ediit "Accounts Payable" Folder
Access PeopleSoft Payables.
WYouchers Control Groups Pawvinents
Add, maintain, and approve vouchers. Add, maintain, and reviesy control groups. Create and manage payments.
[ Al ndate [ Group Information [0 Pay Cyrle Processing
[ Wtzirtain [=] Update Status [ Pay Cyile Approvals
[ Approve [=] Delete Cortrol Grougp [ Pay Cycle Exceptions
[=] Post Condrol Groun 5 More:
ﬁ Batch Processes Review Accounts Payahle Info ﬁ Reports
Process vouchers, payments, accounting entriss, clearing, Run incuiries on vouchers, vendors, payments, snd Create accounts payahbls reports.
and revaluation integration with =ystems. [ Youchers
[ Vouchers [ Paryables Search Criteria [ Woucher Reconciliation
[ Paymert [ Wouchers [ Paymerts
[0 Extracts and | oads [ Intertaces 5 Mare. ..
dMore... 2More...
@ Accounts Payable Center
# Aooess the Accounts Payable center.
https: f fvaww .connectnd, usfpsc/ndft[EMPLOYEE/ERP s WEBLIE_PTPP_SC. HOMEPAGE FieldFormula. IS0 |§ Internet | Pratected Mode: OFF v’;] - | FI00% v A

:"Startl J i‘ [ ?_ll @ JI@Base Navigation Page... J il m |_| @) = @I{})}

Step Action

2. Click the Vouchers link.

3. Click the Add/Update link.

4, Click the Regular Entry link.

el /]
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,_C: Regular Entry - Windows Internet Explorer [ _ (8] x]
m  [&] https: s, connectnd. usipspndftjERPLOYEE JERPjc/ENTER_VOLCHER_INFORMATION vcHR_Express.(( || Sy || 42| 5 | [8 Lve search |2~

{; Favorites ‘ {;9 £ | suggested sites = @ | Web Slice Gallery =

EReguIar Entry & - - [ @ -~ Page - Safety ~ Tools - @v »

ORACLE" You are on Database: NDOFT

Favorites fMalnvMenu > Accounts Pavable > Vouchers > Add/Update > Regular Entry

B Mew Window @Help FER =

Voucher

[ Eind an Existing Yalue ) (CA0E

Business Unit: 11000 (@
foucher ID: MNEXT
Voucher Style: |Regu\ar\f’oucher j

Short Vendor Name: @,
\endor ID: @,
Vendor Location: @,

Address Sequence Number: 0,
Imvoice Number: \

Invoice Date: EJ

Gross Invoice Amount: ‘ 0.oo

Lines Entered; 1

Add

Find an Existing Value | Add a Mew Value

«| | i
javascript: submitAction_winO{document.winl, #ICSwitchMode"); ’_’_’_’_ ’_ ’_ |§ Internet | Protected Made: OFF ¥a - | A0 - A
A"Startl J i ] é JI @Regular Entry - Windo... J RS ERO)] = @'ﬂ”)

Step Action
5. Click the Find an Existing Value tab.

|f Find an Existing “alue §

Note: There are several search criteria fields

Enter the desired information into the Vendor ID field. Enter "0000001871".

Click the Search button.

9. Click the 03/23/2011 link.
0352352011

10. This topic showed how to Find an Existing VVoucher.
End of Procedure.
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Running Reports and Queries

Running Reports

PeopleSoft has many reports available for users to run on an "as needed" basis. These are
standard reports based on the general information most PeopleSoft users need. Many of these do
not meet the State of North Dakota's unique needs so several other custom reports have been
developed. These reports are generally in a PDF format and can be saved to file or printed.

Running Queries

PeopleSoft has reporting capabilities that allow users to download information maintained on the
system whenever needed. Queries are a less formal version of a report. There are several queries
already developed for users to run.

ST 4.5.1 - Journal Approval Query

Journal Approval Query

Navigation: Reporting Tools > Query > Query Manager

Query Name - NDSALL_FINAL_VCHR_APPROVAL_DT

A query that displays voucher information such as voucher number, accounting date, approval
status, approval instance, date/time stamp and user id.

Procedure
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This topic shows how to access the Journal Approval Query.

indows Internet Explorer

@: - Iﬁ, https: | v, connecknd, us/psp/ndft EMPLOYEE JERF (b 7tab=0DEFALILT
f“f Favorites ‘ {,5 £ | suggested sites = @ | Wweb Slice Gallery =

@ Employee-facing registry content | |

ju b+ X I:"’Live Search

& = - B Qéa - Page - Safety ~ Tools - .@.v »

TTrTTITTE
[> Cash Management

[> Deal Managerment

[ Risk Management

[> Financial Gateway

[ AT and Intrastat

[> Excise and Sales TaxWAT IND
[ Commitrnent Contral

[> General Ledger

[ Allocations

[» Statutory Repaorts

[= SCM Integrations

[ Set Up FinancialsiSupply Chain
[» Enterprise Components

[ Government Resource Directory
[» Background Processes

[ Warklist

[ Application Diagnostics

[ Tree Manager

[ Reporting Tools

[ PeopleTools

[> Packaging

[ WD Uilities & Interfaces

I> WD HE Applications

[» ND'S Repors

— Tax Center

— Treasury Management Center
— Treasury Procescing Center
— Treasury Definitions Center

— Backto Portal

— Usage Monitaring

— Change My Password

— My Personalizations

— My Systern Profile

— My Dictionary

— My Feeds

."‘Startl J % .4 'E]:l E JI l{&IEm|:uI|:|wee—[al:ing re

https:fusm . connectnd, us/pspindft/EMPLOYEE/ERP/s/WEBLIE_PTPP_SC HOMEPAGE FieldFormula.tse | | [ [ [ [ [ tnternet | Pratected Mode: OFF

| i il @

=
Yh v [mioe -

Step Action

1. Click the Reporting Tools link.
[l Reparting Tools]
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indows Internet Explorer

6‘?
S

E Base Mavigation Page

hfain kenu =

Reporting Console

E Reporting Console

ﬁ Connected Query

Create, edit, run and manage Connected Cuery ohjects
[=] Connected Query Guick Start PeopleSott date.
[= Connected Query Manacer
[= Connected Query Viewsr

[= Schedule Connected Guery.

{; Favarites ‘ {5 € | Suggested Sites - @ | Web Slice Gallery -

ORACLE" You are on Database: NDFT

Favovrites MainvMenu > Report\rlg Tools

!E Reporting Tools

Run, creste, and manage queties and niision reports.

E Report Manager
Reviewy report list.

PSnVision

[=] Defing Scope

[=] Defing Report Book
[=] Resister Drildoven Layout
[=] Define Report Request

Haome

Design and create MS Excel spreadshest reports on

P

= [&] https:/fuman. connectnd. usipsp/ndFt/EMPLOYEE JERP/S{WEBLIE_PTPP_SC.HOMEPAGE. FicldFarmula. 15eript_ ]| G || 42 || ¢ | [&¥ Live search

hiutiChannel

Query

Extract information using visual representstions of your PS

datahasze.

[=] Guery Manader
=] Guery Wiewer
=l Schedule Guery

XML Publisher

Register XML-baszed repart templates and translations. Bun
Guery-hased reports. Use enhanced search for XKMLP

report instances.

[=] Data Source

[=] Report Defintion

[=] Conterit Library
o Mare...

Edlit "Reparting Toals" Falder

https: f fvaww .connectnd, usfpsc/ndft[EMPLOYEE/ERP s WEBLIE_PTPP_SC. HOMEPAGE FieldFormula. IS0 |§ Internet | Pratected Mode: OFF

:"'Startl J i [ El @ JI@Base Navigation Page... J il m |_| @) = @I{})}

v [ me -

Action

Click the Query link.
A

Click the Query Viewer link.
Query Viewer]
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(_.: Query Yiewer - Windows Internet Explorer | _[5]x]
m - |g, https:J‘,l’www.cnnnectnd.us)’psp,l’ndft,l’EMPLOVEEIERPJCIQUERY_MANAGER.QLIERY_VIEWER.GBLwORTnLPnj 5 |‘?|| X | Il" Live Search |}J = |

i} Favorites ‘ {;9 £ | suggested sites » @ | Web Slice Gallery =

(& cuery viewer - + [ fmy v Page - Safety » Tools » g~ i

ORACLE" You are on Database: NDFT

Home: | MuttiChanne! A Sign out
Favarites Main Menu > Reporting Tools > Query > Query Viewer
H - v

D Mewwindow (2 Help & Customize Page @ hitp =

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

SearchBy:  [aueyMame =] peginswitn [

Search

I Advanced Search

~ My Favorite Queries

Query Hame Description Owner Folder Schedule Remove

MDS110_ARDER_2 OMB IDB Depositin AR Fuhlic Schedule | [=]

MDS125_AR_PAYMEMTS Listing of AR Payrments Fublic Schedule | [=] .

MDE125_BILLING_PAYMENT Listing of AR Bills and Pays Fuhlic HTML  Excel ¥ML  Schedule [=]

MDE125_BILLING_PAYMENT_DATE AR Bills and Pays - Dt Prampt Fuhlic HTML |Excel [#ML | Schedule [=]

MDS201_PROMPT_VENDOR Woucher Trans - Prompt Yendar Public HTML Excel ®ML  Schedule [=]

MOS401_BILLING_AMOUNTS Fuhlic HTML |Excel WML Schedulz | [=]

HDSE0_DOT_DEROSITS Cwery for reconciling deposits Fuhlic HTML  Excel |XwL Schedule | [=]

MDSALL_FINAL_YCHR_APPROVAL_DT Returns aparoval info forvchr Fublic HTML | Excel ®ML  Schedule |[=]

MDSALL IDBES_PAID Guery to halance IDBs Fuhblic HTML  |Excel HhiL Schedule |ﬂ

NOSALL_IDES_PAID_2 GQueryto balance IDBS Fublic HTML |Excel (ML Schedule | [=]

MNODSALL_JOURMNAL_APPROVAL Journals waiting for appraval Fublic HTML  Excel #ML  Schedule ||=

e e o e Lo o o PSR PSRN VPR PO = [~
’_’_’_’_’_’_ﬁ Internet | Protected Made: OFF ’v‘"ﬂ_vl A0 - A

:_"Startl J i ] & JI@QuEry Yiewer - Windo... J i [l [ e @3B @[ﬂ’))

Step Action

4, Enter the desired information into the Search By field.
Enter "NDSALL_FINAL_VCHR_APPROVAL_DT".
5. Click the Search_ button.
| Search

Query can Run to HTML, Run to Excel, or Run to XML.

Click the Excel link.

Enter the desired information into the From Date field. Enter "01/01/2011".

Enter the desired information into the To Date field. Enter "09/26/2011".

10. Click the View Results button.
Yiew Results
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(=] x]
6: ) = [&] https:/ e connectnd usfpspindft/EMPLOYEE/ERP/c/QUERY_MANAGER. QUERY_VIEWER.GBL?PORTALPA = || S IEIIEI J&¥ Live search F=3E

{3 Favarites ‘ {.:‘5 £ | Suggested Sites - @ | Web Slice Gallery -

EQuary Yiewe lf‘htt / - =

ORACINSAS |g, https:,l',l’www‘mnnectnd.L|s,fpscIndFt_Z;’EMPLOYEE,l’ERj & |E||§| ‘El I:' Live Search |}3 '|

Favorites © Mai f\? Favorites | {:;, £ | Suggested Sites » @ | Web Slice Gallery ~
A4 H
) Connecting... ~ Bl - ) m=h v Page v Safety -~ Tools~ @~ T nize Page =
JC =] P Safety ~  Tool P Hrttp &
. NDSALL_FINAL_VCHR_APPROVAL_DT - Returns approval info for vchr 1=
Query Yiews
) . File Download [ =]
Business Unit: (11000
Enter any informn
¥ From Date: 010102011 [5) Do you want to open or save this file?
*Se
) To Date: 09i26/2011 |5 Name: q.xs
View Results _L.lj Type: Microsoft Office Excel 97-2003 Worksheset, 145K8

Search Re | |Unit | Voucher | Acctg Date |( From: weww.connectnd.us [ user

Open Save | Cancel I
*Folder View:

¥ &hways ask before opening this lype of file 10f1 L) e
Query Hame v Download
‘while files from the Intemet can be useful, some files can patentially
NOSALL_FIN ‘gl harm your computer. IF you do nat trust the source, do not open or ry Download

zave this file. What's the risk?

GQuery Hame
MDE110_ARD
MNDS125_AR_F

MNDS125_BILL =l
MDS125 BILL Lﬂ, Done ’_’_’_’_’_’_‘6 Internet | Protected Mode: Off o | HA00% - A

. ___.7__...__.._..___ - . —_ - . - PR —_ PR - - a hd
« | »
’_’E’_’_ ’_ ’_ |§ Internet | Pratected Mode: OFF v’;] - | EI00% v A
A."'Startl J ﬂ. B ?_ll @ J @QUSVV Wiewer - Windows. .. | (& https:/ /vsws.connect... J il m |_| Qo @ @'(}JJ

Step Action
11. Click the Open button.

Open
12. The Returns Approval Info for Voucher query displays voucher number, accounting
date, approval status, date/time, and user ID.
13. This topic showed how to access the Journal Approval Query.

End of Procedure.

Page 192



